[Your Company Letterhead]

[Your Company Name]
[Your Company Address]
[City, State, ZIP Code]
[Date]

[Employee's Full Name]

[Employee's Address]

[City, State, ZIP Code]

Subject: Employment Verification Letter

Dear [Employee's Full Name],

We are writing to confirm that [Employee's Full Name] has been employed with [Your Company
Name] since [Start Date of Employment]. Currently, [he/she] holds the position of [Employee's Job
Title] in the [Department/Division].

As of the date of this letter, [Employee's Full Name] is employed on a [full-time/part-time] basis.
[His/Her] annual salary is [Salary Amount], and [he/she] is eligible for [any additional benefits, if
applicable, such as health insurance, retirement plans, etc.].

This letter is issued for bonafide employment verification purposes only. If you have any further
inquiries or require additional information, please do not hesitate to contact us at [Your Company
Phone Number] or [Your Company Email Address].

Thank you for your attention to this matter.

Sincerely,

[Your Full Name]

[Your Title]

[Your Contact Information]

[Company Seal or Logo - if applicable]



