Employment Verification Letter
An employment verification letter confirms to a third party that a person is or was employed by the organisation, and states the facts that party needs: designation, dates of employment, and where relevant remuneration. It is a statement of fact rather than a reference, and the distinction governs what belongs in it.
Employment Verification Letter for General employment verification
The default. Confirms employment and dates, and nothing else, which is what most requests actually need.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

To,
[Recipient Name or Designation]
[Recipient Organisation]
[Recipient Address]

Sub: Employment verification for [Employee Name]

Dear Sir or Madam,

This is to confirm that [Employee Name], bearing employee code [Employee Code], [is currently employed with / was employed with] [Company Name].

Designation: [Designation]
Department: [Department]
Date of joining: [Date of Joining]
[Date of leaving: [Date of Leaving]]
Employment status: [Full time and permanent / Fixed term / Other]
Place of work: [Location]

This letter is issued at the request of [Employee Name] for the purpose of [Stated Purpose], and confirms the facts stated above as they appear in our records as on the date of this letter.

Should you require any clarification, please contact the undersigned.

Yours faithfully,

[Signatory Name]
[Signatory Designation]
[Company Name]
[Contact Telephone]  |  [Contact Email]
[Company Seal]

Employment Verification Letter for For a bank or loan application
Banks ask for income, so this one discloses remuneration. Obtain the employee's written consent before issuing it, and state the fixed component separately.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

To,
The Branch Manager
[Bank Name]
[Branch Address]

Sub: Employment and income verification for [Employee Name]

Dear Sir or Madam,

This is to confirm that [Employee Name], bearing employee code [Employee Code], is currently employed with [Company Name] on the following terms.

Designation: [Designation]
Department: [Department]
Date of joining: [Date of Joining]
Employment status: [Full time and permanent / Fixed term]
Place of work: [Location]

Remuneration as on the date of this letter:
Fixed annual compensation: [Fixed Compensation Amount]
Monthly gross: [Monthly Gross Amount]
Monthly net, after statutory deductions: [Monthly Net Amount]

[Where applicable: In addition, the employee is eligible for variable pay of up to [Variable Component Description], which is performance linked and is not a guaranteed payment.]

Salary is credited to account number [Bank Account Number Last Four Digits] on or about the [Pay Date] of each month.

This letter is issued at the written request of [Employee Name] for the purpose of their application to your institution, and with their consent to the disclosure of the remuneration stated above. It confirms the position as it stands on the date of this letter and is not a representation as to continued employment or future remuneration.

Yours faithfully,

[Signatory Name]
[Signatory Designation]
[Company Name]
[Contact Telephone]  |  [Contact Email]
[Company Seal]

Employment Verification Letter for For a visa or consulate
Consulates want to know the person has a job to return to and that the travel is approved. Dates of sanctioned leave matter more than salary here.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

To,
The Visa Officer
[Embassy or Consulate Name]
[Address]

Sub: Employment confirmation and no objection for [Employee Name], passport number [Passport Number]

Dear Sir or Madam,

This is to confirm that [Employee Name], holder of passport number [Passport Number], is employed with [Company Name] as set out below.

Designation: [Designation]
Department: [Department]
Date of joining: [Date of Joining]
Employment status: [Full time and permanent / Fixed term]
Annual remuneration: [Fixed Compensation Amount]
Place of work: [Location]

[Company Name] has sanctioned leave to [Employee Name] from [Leave Start Date] to [Leave End Date] for the purpose of [Purpose of Travel] to [Destination Country].

We confirm that [Employee Name] is expected to resume duties at [Company Name] on [Expected Return Date], and that their position remains available to them.

[Company Name] has no objection to the grant of a visa for the period of travel stated above. All expenses of the travel are being borne by [Party Bearing Expenses].

Should you require any clarification, please contact the undersigned directly.

Yours faithfully,

[Signatory Name]
[Signatory Designation]
[Company Name]
[Contact Telephone]  |  [Contact Email]
[Company Seal]

Employment Verification Letter for For a landlord or tenancy
A landlord needs to know the tenant is employed and can pay. Confirm employment and net monthly income, and nothing about the person's character.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

To,
[Landlord Name or Agency Name]
[Address]

Sub: Employment verification for [Employee Name]

Dear Sir or Madam,

This is to confirm that [Employee Name], bearing employee code [Employee Code], is currently employed with [Company Name].

Designation: [Designation]
Date of joining: [Date of Joining]
Employment status: [Full time and permanent / Fixed term]
Place of work: [Location]
Monthly net remuneration: [Monthly Net Amount]

This letter is issued at the written request of [Employee Name] for the purpose of their tenancy application, and with their consent to the disclosure of the remuneration stated above.

It confirms the position as it stands on the date of this letter. [Company Name] makes no representation as to continued employment, and gives no guarantee or undertaking in respect of any obligation [Employee Name] may enter into with you.

Yours faithfully,

[Signatory Name]
[Signatory Designation]
[Company Name]
[Contact Telephone]  |  [Contact Email]
[Company Seal]

Employment Verification Letter for Response to a background check agency
Agencies verify against what the candidate told a prospective employer. Answer only the fields asked, and never volunteer the reason for separation unless your policy is to state it.
[Company Letterhead]

Ref: [Reference Number]
Date: [Date]

To,
[Verification Agency Name]
[Agency Address]
Your reference: [Agency Reference Number]

Sub: Response to employment verification request in respect of [Employee Name]

Dear Sir or Madam,

With reference to your request dated [Request Date], we confirm the following from our records.

Name: [Employee Name]
Employee code: [Employee Code]
Date of joining: [Date of Joining]
Date of leaving: [Date of Leaving]
Designation at joining: [Designation at Joining]
Designation at leaving: [Designation at Leaving]
Department at leaving: [Department]
Employment status: [Full time and permanent / Fixed term / Contract]
Place of work: [Location]
Mode of separation: [Resignation / End of fixed term / Other, as recorded]
Eligible for rehire: [Yes / No / Not disclosed as a matter of policy]

[Where remuneration was requested and consent obtained: Last drawn fixed annual compensation: [Fixed Compensation Amount].]

We confirm the above as it appears in our records as on the date of this letter. We are not in a position to comment on matters beyond the factual particulars set out above.

This response is provided in confidence for the purpose of your verification and should not be disclosed other than to your principal.

Yours faithfully,

[Signatory Name]
[Signatory Designation]
[Company Name]
[Contact Telephone]  |  [Contact Email]
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