Job Verification Letter Format
Date
Name
Title
Organization
Address
City, State Zip Code

Dear Mr. /Ms. Last Name,
RE: Job Verification Letter

This is to verify that _________________ (name of the employee whose status is to be verified) is and has been a member of our workforce for _______________ (duration of employment) now. She joined us in ____________________ (when the contract started or came in effect) and has consistently worked for us in the position of ___________________ (the capacity of employment).
Her contract is due to end in ______________________ (when the contract is slated to end) which is nonetheless subject to renewal. She is entitled a gross annual pay of ___________________ (gross annual pay) and a host of benefits that add up to ________________ (sum total of annual benefits) per annum.
Any assistance that is accorded to her will be highly appreciated. Kindly reach us on the phone via XXX-XXX-XXXX in case of the need for any further information and clarification.

Faithfully,
Your Name
(Designation)
