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LOS ANGELES SOUTHWEST COLLEGE
Office of International Student Services

	EMPLOYMENT VERIFICATION LETTER INSTRUCTIONS


	Below is a sample form letter which must be typed or written on official employer letterhead and contain the employer’s original signature. Do not return this sample form to the ISS office; submit a letter that follows the guidelines below. The letter must be typed or written on official employer letterhead and contain employer’s original signature. 

This information is applicable to students in F-1 status applying for a social security number in order to be employed on- or off-campus. Students in other immigration status categories are not required to submit this form before applying for a Social Security Number. 


Student: 

· Submit this sample letter to your employer. Your employer should process a letter in the format below 

· Return a completed employer letter to the ISS office 

· The ISS office will verify your employment eligibility and prepare an additional letter for you to submit with your application to the Social Security Administration office to request the Social Security Number 

· You will receive an email from the ISS office when your letter is ready 
Letter Format 

To Whom It May Concern: 

This is evidence of on-campus employment for (Last Name), (First Name). The nature of the student’s job is (describe student job). The student’s start date is (Month, Day, Year). The student will be working (Number of hours per week). 

Employer contact information: (Name of on-campus employer) 
(Employer Identification Number (EIN)) 
(Employer Telephone Number) 
(Student’s Immediate Supervisor)



(Employer’s original signature) 
(Title) 
(Date) 
	
	Los Angeles Southwest College

1600 Imperial Highway Los Angeles, CA 90047
Phone: (323) 241-5277 Fax: (323) 242-5577

lascintlstu@lasc.edu





