To
[The Recipient Name]
[Designation in office]
[Address (optional)]
Re. Request for Certificate of Employment for Bank Loan Services (BLS)
Dear Manager, 
I am an employee of your company, currently working as a [Job Title] in the department of [Name of the department]. I have been working here for three years.
I have applied for a loan at Bank Loan Services at [specify the branch] to renovate my house. I have been living in the house since 20XX. Due to outdated architecture and poor structure, I want to remodel my home and get it redesigned. I need $[$] for this case, and I am short on budget to make such an investment. Due to weather conditions in our region, it is important to make the renovations this season sunny and suitable for architectural work. 
The bank manager wants me to submit a certificate of employment as evidence of my work. I request you grant me my certificate of employment. Also, please mention my work particulars, scale/grade, salary, and other additional remunerations. I will be highly grateful if you do this before [date]. 
Thank you. 
[Name of the employee]
[Designation]
[Company]
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