Format of Verification Letter
Date
Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email

Dear Mr. /Ms. Last Name:
Re: Format of Verification Letter

We do verify that ______________________ (official name of the person concerned) is a bona fide __________ (employee, student, member, or associate) of our company _________________ (name of establishment).
He/she has been part of us from _______________ (mm/dd/yyyy) and served in the capacity of _________________ (identify the capacity).
We vouch for his/her focus, industry, diligence, and overall commitment to duty. Subsequently, we unreservedly ask you to consider him/her for whichever position he is presently eyeing.
Should you feel we have not exhausted anything, feel free to seek for more information via the following hotline XXX-XXX-XXXX.

We are always on standby to receive and act on any inquiries.
Sincerely,
Signature of Applicant
Printed Name of Applicant
List of Enclosures: (in case you have enclosed any supporting documents/affidavits, list them at the footnote here).
