[Your Name]
[Address]

[Letter Date]
[Recipients Name]-optional
[Address]-optional
[Subject: Subject of Letter] -Optional-
To Whom It May Concern
I am [enter name and title] from [enter company/organization]. This letter is meant to verify the employment of Mr. [enter name]. I verify that Mr. [enter name] is working at my office as [enter title]. He joined the company in [enter year/month/date]. His employment type is permanent and full-time while his current salary package is [enter amount]. His major duties include [enter description]. 
On the basis of the above-mentioned details, I request you to consider this verification letter in his favor. For any confirmation, i can be contacted at this phone number, 123-4567-8901 and can be reached at this address, [enter address].   
Thank you!   
[Your Name]
[Senders Title] -Optional-
