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Please make sure you print your letter on university/company letterhead
DATE

Social Security Administration 
2851 Southwest Blvd
San Angelo, TX  76904

RE:  NAME AND CAMPUS ID OF STUDENT

To Whom It May Concern,

The Department of NAME OF DEPARTMENT/OFFICE at Angelo State University is hiring FIRST AND LAST NAME OF STUDENT for the position of TITLE OF POSITION.  NAME OF STUDENT job duties include the following: PLEASE GIVE A BRIEF DESCRIPTION OF THE JOB THE STUDENT IS BEING HIRED FOR.  NAME OF STUDENT will work approximately NUMBER OF HOURS hours per week and we would like for NAME OF STUDENT to begin employment on DATE EMPLOYEMENT IS TO BEGIN. The EIN number for Angelo State University is 756002403.  

NAME OF STUDENT supervisor is NAME OF STUDENT’S SUPERVISOR.  You may reach NAME OF STUDENT’S SUPERVISOR at PHONE NUMBER, E-MAIL AND ADDRESS OF SUPERVISOR.

If you need any further information please do not hesitate to contact our office.

Sincerely, 
SIGNATURE GOES HERE

SUPERVISOR NAME
TITLE
DEPARTMENT NAME
