[image: image1.emf]*     Sample Employment Verification 

Letter     *  

MUST BE ON COMPANY LETTERHEAD 

THAT CONTAINS ADDRESS AND PHONE NUMBER
Date

TO
:  Troy Recreation Department
This is to verify that the following individuals are currently employed with _______________  (name of Company) within the City of Troy limits and are members of the ________________ team:

· John Doe, accountant, employed since August 2001.

· Sally Smith, treasurer, employed since September 2002.

If you have any further questions, please feel free to contact me at the following phone 

number:  __________________.

                       (list phone number)





Sincerely,





MUST HAVE A SIGNATURE

Name of President, Owner, or Director of Personnel and Title



(May not be a member of the team)





