	[LOGO]
	[Company Name]
[Street Address], [City, State ZIP]
[Phone]  ·  [Email]



[Month DD, YYYY]
To Whom It May Concern
[Recipient Organisation, if known]
Subject: Verification of Employment – [Employee Full Name]
Dear Sir or Madam,
This letter confirms that [Employee Full Name] is currently employed by [Company Name] as a [Job Title] in our [Department] department.
•  Employment start date: [MM/DD/YYYY]
•  Employment status: [Full-time / Part-time / Contract]
•  Average hours per week: [40]
•  Current annual salary: [$00,000] (disclosed with the employee's written consent)
[Employee First Name] is a valued member of our team and is in good standing with the company. This letter is provided at the employee's request for the purpose of [mortgage application / rental application / visa application].
Please contact me at [Phone] or [Email] if you need any further information. For privacy reasons we can only confirm the information stated above.
Sincerely,

[Authorised Signatory Name]
[HR Manager], [Company Name]

[Company Name]  ·  [Website]  ·  [Registration No.]




