
 

Sample Letter for Rental Application 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 
 
To Whom It May Concern: 
 
This letter serves to verify the employment of [Employee Full Name] with [Company Name]. 
The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 

Employee ID: [ID Number] (if applicable) 
 
Employment Details: 

● Start Date: [Month Day, Year]\ 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] has been a reliable and valued member of our team. Their employment 
with our company remains in good standing as of the date of this letter. 

If you require any additional information or have questions regarding this verification, please 
do not hesitate to contact me directly at [Phone Number] or [Email Address]. 

Sincerely, 
[Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address] 

 



 

Sample Letter for Loan Application 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

Dear Loan Officer, 

This letter serves to verify the employment of [Employee Full Name] with [Company Name]. 
The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] has been employed with us for a significant period and is in good 
standing. Their stable income supports their loan application. 

If you require additional information or have questions about this verification, please do not 
hesitate to contact me directly at [Phone Number] or [Email Address]. 

Sincerely, 
[ Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address]  

 

 



 

Sample Letter for Visa Application 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

To Whom It May Concern: 

This letter serves to verify the employment of [Employee Full Name] with [Company Name]. 
The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] has been employed with [Company Name] since [Start Date] and is a 
valued member of our team. This letter is provided to assist in their visa application process. 

If you require any additional information or have questions, please do not hesitate to contact 
me at [Phone Number] or [Email Address]. 

Sincerely, 
[ Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address] 

 
 

 



 

Sample Letter for Background Check 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

Dear [Employer’s Name], 

This letter serves to verify the employment of [Employee Full Name] with [Company Name]. 
The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] was employed with us from [Start Date] to [End Date]. They were a 
full-time employee during this period and were in good standing. 

If you require additional information or have any questions, please do not hesitate to contact 
me at [Phone Number] or [Email Address]. 

Sincerely, 
[ Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address] 

 
 

 



 

Sample Letter for Government Assistance Programs 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

To Whom It May Concern: 

This letter serves to verify the employment of [Employee Full Name] with [Company Name]. 
The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] is employed with us in good standing. This letter is provided to assist with 
eligibility verification for government assistance. 

For any further information, please contact me at [Phone Number] or [Email Address]. 

Sincerely, 
[Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address] 

 
 
 

 



 

Sample Letter for Child Support Cases 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

Dear [Recipient’s Name], 

This letter serves to confirm the employment of [Employee Full Name] with [Company 
Name]. The following information is provided for your verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: [Active/Full-time/Part-time] 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] has been employed with [Company Name] since [Start Date] and works 
full-time. This letter is being provided to verify employment for child support purposes. 

Should you require any additional information, please contact me at [Phone Number] or 
[Email Address]. 

Sincerely, 
[Handwritten Signature] 
[Printed Name] 
[Job Title] 
[Company Name] 
[Direct Phone Number] 
[Email Address] 

 

 



 

Sample Letter for Bank Loan 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

To Whom It May Concern: 

This letter serves to verify the employment of [Employee Full Name] with [Company 
Name]. The following information is provided for verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: Active / Full-time 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] is a valued employee in good standing. This letter is provided to assist 
with their bank loan application. 

If you require further information, please contact me at [Phone Number] or [Email Address]. 

Sincerely, 
 [Handwritten Signature] 
 [Printed Name] 
 [Job Title] 
 [Company Name] 
 [Direct Phone Number] 
 [Email Address] 

 

 

 



 

Sample Letter for Immigration 
 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

To Whom It May Concern: 

This letter serves to verify the employment of [Employee Full Name] with [Company 
Name]. The following information is provided for immigration verification purposes: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: Active / Full-time 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] is employed in good standing and continues to work full-time. This letter is 
issued to support their immigration process. 

For any additional information, please contact me at [Phone Number] or [Email Address]. 

Sincerely, 
 [Handwritten Signature] 
 [Printed Name] 
 [Job Title] 
 [Company Name] 
 [Direct Phone Number] 
 [Email Address] 

 

 

 



 

Sample Letter for Green Card 

 

[Company Letterhead] 
[Company Name] 
[Street Address] 
[City, State ZIP Code] 
[Phone Number] 
[Email Address] 

[Date] 

To Whom It May Concern: 

This letter confirms the employment of [Employee Full Name] with [Company Name]. The 
following information is provided to support their Green Card application: 

Employee Information: 

● Full Name: [Employee Full Name] 
● Position/Job Title: [Current Job Title] 
● Department: [Department Name] 
● Employee ID: [ID Number] (if applicable) 

 

Employment Details: 

● Start Date: [Month Day, Year] 
● Employment Status: Active / Full-time 
● Work Schedule: [Full-time/Part-time - Hours per week] 

[Employee Name] has been a valued member of our team since [Start Date] and is 
employed in good standing. This letter is issued to support their Green Card application 
process. 

For further verification, please contact me at [Phone Number] or [Email Address]. 

Sincerely, 
 [Handwritten Signature] 
 [Printed Name] 
 [Job Title] 
 [Company Name] 
 [Direct Phone Number] 
 [Email Address] 
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