[Agency Letterhead]

Memorandum
To:  

Applicant Services and Recruitment Branch Manager


Division of Career Opportunities

Personnel Cabinet

From: 

[Name of agency representative]

Date:

[Current date]

Subject:  
Submission of education / training documents
I, [Name of agency representative], attest that the attached is a true copy of the original [Document type, such as college transcript or high school diploma], which I have seen and which was furnished to me by [Name], who is applying for or occupying the position of [Job Classification] in [Agency Name].
_______________________________________



Signature of agency representative



Attachment
