
Placement Confirmation Letter 

Date: [Insert Date] 

[Your Institution's Name] 

[Your Institution's Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization's Name] 

[Company/Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that [Student's Name], a student of [Program Name] at [Your 

Institution's Name], has been successfully placed for an academic placement at 

[Company/Organization's Name]. This placement is scheduled to begin on [Start Date] and will 

conclude on [End Date]. 

[Student's Name] will engage in [Brief Description of the Placement Role/Responsibilities], and 

we believe this opportunity will greatly enhance [his/her/their] educational experience. We 

appreciate your support and cooperation in providing a conducive learning environment for 

[Student's Name]. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Your Contact Information]. 

Thank you for your collaboration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution's Name] 



[Your Contact Information] 


