[image: C:\Users\user\Downloads\White and Blue Modern Minimalist Blank Page Border A4 Document.jpg]Employment Verification Letter Template


[Date]
[Employer's Name]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [Employer's Name],
I am writing to confirm that [Employee's Name] has been employed at [Company Name] as a [Job Title] since [Start Date]. Their current annual salary is [Salary Amount], and their employment status is [Full-time/Part-time].
During their tenure at our organization, [Employee's Name] has demonstrated exceptional professionalism, dedication, and commitment to their role. They have consistently met and exceeded job expectations and contributed positively to our team.
Should you require any further information or clarification, please do not hesitate to contact me at [Phone Number] or [Email Address].

Sincerely,

[Authorized Signatory]
[Company Name]


Employment Verification Letter Example

June 15, 2025
Ms. Karen Mitchell
Brightside Financial Group
2048 Elm Street
Cedar Hill, TX 75104
Dear Ms. Mitchell,
I am writing to confirm that Jason Rivera has been employed at Northbrook Technologies Inc. as a Data Analyst since March 8, 2021. His current annual salary is $74,500, and his employment status is full-time.
During his time with our company, Jason has demonstrated exceptional professionalism, attention to detail, and analytical skills. He consistently meets project deadlines, offers valuable insights, and plays a key role in cross-departmental initiatives.
Should you require any further information or clarification, please do not hesitate to contact me at (312) 555-0149 or hr@northbrooktech.com.
Sincerely,

Elaine Matthews
Human Resources Manager
Northbrook Technologies Inc.


Employment Verification Letter
[Company Letterhead] (Including Company Name, Address, and Logo)
Date: [Current Date]
To: [Recipient Name or Organization, e.g., "To Whom It May Concern" or "ABC Mortgage Group"] [Recipient Address] [City, State, Zip Code]
RE: EMPLOYMENT VERIFICATION FOR [EMPLOYEE FULL NAME]
Dear [Recipient Name or Title],
Please accept this letter as formal verification of the employment of [Employee Full Name] with [Company Name].
Employment Details:
· Current Status: [Active / Resigned / Terminated]
· Employment Type: [Full-time / Part-time / Contract]
· Job Title: [Official Job Title]
· Start Date: [Month, Day, Year]
· End Date: [Month, Day, Year, or "Present"]
Compensation Details (Optional/Upon Request):
· Base Salary/Wages: $[Amount] per [Year/Hour]
· Bonus/Commission: [Details, e.g., "Eligible for annual performance bonus"]
· Pay Frequency: [Weekly / Bi-weekly / Monthly]
[Optional: Employment Summary] [Employee Name] is an employee in good standing within the [Department Name] department. Their primary responsibilities include [brief 1-sentence description of role].
If you require any further information or have additional questions regarding [Employee Name]’s employment history, please do not hesitate to contact the Human Resources department at [Phone Number] or via email at [Email Address].
Sincerely,
(Signature)
[Authorized Signer’s Name] [Signer’s Job Title] [Company Name]
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