[This is a SAMPLE JOB VERIFICATION LETTER. This letter is to be printed ON COMPANY LETTERHEAD with Company address and phone number]
Date: [date]
To Whom It May Concern:

This is to certify that [insert Mr. or Ms.] [insert employee's full name] has been employed by our company from [insert start date] till present date. [insert Mr. or Ms.] [insert employee's full name]’s currently position at our company is [job title], and [insert Mr. or Ms.] [insert employee's full name]’s annual income is $[insert annual income].  This is a [insert full-time or part-time] position and a permanent position. [insert Mr. or Ms.] 
If you need any further information, please feel free to contact me.

Sincerely,

_____________________

[Print Full Name and Title of Signor] 

[The letter must be signed by a person at the company authorized to verify employment, such as an officer or HR. ]
