
[PLEASE PRINT ON DEPARTMENT LETTERHEAD]
Before issuing letter, please verify employment status in Banner (using PWIVERI)



DATE	Comment by Dennis Galvan: @Spencer Smith -- this should be on employing unit letter head, so not DGE.  Can you include a notation on that in otherwise blank header and footer? 
Otherwise I think this is ready...and can be posted to our Immigration FAQ page
@Lindsay Pepper you agree?	Comment by Spencer Smith: @Dennis Galvan should we just have general UO letterhead then? It might look out of place to have a blank header and footer. @Lindsay Pepper  let me know if you you have any other edits and if we should send over to Angela and OGC for review as well?	Comment by Lindsay Pepper: @Spencer Smith please just put in bold “please place on dept letterhead” so depts will know to do that and then I think this can be on the website. We’re getting lots of requests so appreciate your help in getting this posted!	Comment by Lindsay Pepper: (That notation should go on the top) 	Comment by Lindsay Pepper: @Dennis Galvan let us know if you have any other edits 	Comment by Spencer Smith: @Lindsay Pepper @Dennis Galvan  added in the placeholder. Let me know if this is ready to post. 	Comment by Dennis Galvan: @Lindsay Pepper @Spencer Smith Looks ready to me, thanks!	Comment by Lindsay Pepper: @Spencer Smith just did a final edit - thanks for putting this on the website! 	Comment by Spencer Smith: @Lindsay Pepper @Dennis Galvan I connected with Angela and then with HR communications (per Angela's recommendation) and they recommended making some changed listed below. This has not been posted yet as I wanted to see if we can follow their recommendations:

"so-and-so began working at the university on X date and is still employed" (maybe some indication of expectation of continued employment, when and if that's relevant). 

definitely remove "...is a valued member of our team." The point of an employment verification is just to verify employment, not give a performance rating. And saying anything about performance could be a problem down the road if it turned out the person really wasn't performing well.	Comment by Lindsay Pepper: Okay! Fine with those changes. @Spencer Smith


To Whom it May Concern,

This letter serves as official confirmation that [name] is employed by [department] at the University of Oregon in the position of [title].  [Name] was hired [date], and remains currently employed.   

This verification may be used as evidence of employment.

Company Name: University of Oregon
Department: [enter details]
School College or Division: [enter details]
Original Hire Date: [enter details]
Employment: Currently Employed

Should you have any questions or require further information, please do not hesitate to contact me directly.

Sincerely,


Your Name
Your Title
Your contact information 

