16 May 2008

To Whom It May Concern
XYZ has been working with ABC since <Put date here> and has informed us of his intent to pursue a Master’s degree in Business Administration. 

Consequently, he has also indicated that he would be ceasing employment on the <Put date here>. I am writing this letter to verify that XYZ shall continue to be employed with ABC until the said date, thereby allowing him to maintain status during his transition into a full-time student.
Should you have any questions, please contact the undersigned at ### ### ####

Sincerely, 

PQR
Title-Department
