Income Verification Letter Format
Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email
Date
Name
Title
Organization
Address
City, State Zip Code
Dear Mr. /Ms. Last Name:
RE: Income Verification Letter
This is to verify that __________________ (name of the employee) is a duly employed by us and has been working for us for _____________ (specify the duration of time that the employee has been working for you) in the capacity ____________________ (explain the capacity of employment).
His/her contract is ________________ (full time or part time) and takes roughly ____________ (number of hours each week). This earns him a gross pay of _________________ (declare the amount).
Aside from the basic pay, he/she is also entitled to the following benefits________________ (perks e.g. bonus, benefits, gratuity).
Kindly accord him the support or privilege he is presently jostling for.
Regards,
Your Name
Signature,
Date
