Instructions for Completing the Employer Verification Letter

Below is an example of a simple employer verification letter that contains the minimum amount of information necessary to complete the QBITTI employment entrance requirement.  All fields in yellow must be completed.  Information from these letters is confidential, and will only be used during the enrollment/acceptance process.  

(Employers Letterhead/Logo)
(Date)

QBI, The Training Institute, Inc.

33-00 Northern Blvd.

Lower Level

Long Island City,  NY  11101

Attention: Admissions

Re:  Employment Verification Letter for (Your Name)

Dear Admissions Counselor;

This letter has been written on behalf of the individual referenced above for the purpose of verifying his or her employment with our company.  (Student Name) was employed at our company as a (Job Title) from (Beginning Employment Date) to (Ending Employment Date).   

Sincerely,

(Supervisors Signature)

(Supervisors Typed Name)

A full sized letter, written in MS Word 2003 format, is provided for your use by following this link:  http://www.qbitti.com/faqs/downloads.html
