[Company Letterhead] 
[Company Name] 
[Company Address] [City, State, Zip Code] [Phone Number]
Date: [Date of Issuance]
To: [Recipient Name or "To Whom It May Concern"] Organization: [Recipient Organization, e.g., Bank Name or Rental Agency] Address: [Recipient Address]
Subject: Employment Verification for [Employee Name]
Dear [Recipient Name or "To Whom It May Concern"],
Please accept this letter as formal verification of the employment of [Employee Name] with [Company Name].
Employment Details:
· Current Status: [Active / Former / Part-time / Full-time]
· Job Title: [Official Job Title]
· Employment Start Date: [Month, Day, Year]
· Employment End Date: [Month, Day, Year, or "Present"]
· Work Location: [City, State, or "Remote"]
Compensation Information (Optional - Include only if requested):
· Current Gross Salary: $[Amount] per [Year/Hour]
· Bonus/Commission Structure: [Briefly describe if applicable, e.g., "Eligible for annual performance bonus"]
· Average Hours per Week: [Number of hours]
Summary of Duties: In their role as [Job Title], [Employee Name] is responsible for [brief 1-sentence description of primary responsibilities, e.g., "managing the regional sales team and overseeing client acquisitions"].
Should you require any additional information or further clarification, please do not hesitate to contact the Human Resources department at [HR Phone Number] or via email at [HR Email Address].
Sincerely,
(Signature)
[Authorized Representative Name] [Title] [Company Name] | DaianeTemplate.com
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