
[Your Name]
[Title]
[Organiza�on]
[Address]
[City, State, Zip Code]

[Date]

[Recipient’s Name]
[Title]
[Company Name]
[Address]
[City, State, Zip Code]

Re: Verifica�on of Employment for [Employee Name]

To Whom It May Concern,

Please accept this le�er as confirma�on that [name of employee] has been employed with [name of 
company] since [month, day, year]. Currently, [name of employee] 

● Holds the �tle of [�tle of employee in the company]
● Earns a salary of [employee’s exact salary], payable in bi-monthly, with an annual bonus of 

[amount of bonus]

 

● Works on a full �me basis of forty hours per week

I your have any ques�ons or require addi�onal informa�on, please give me a call at my number, 
[your phone number] or send me an email at [your email address].

Best Regards,

[Your Signature]
[Your Name]
[Your Designa�on]
[Phone Number]
[Email Address]
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