
Work Verification Letter 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

This letter is to verify that [Employee's Name] has completed their duties with [Your Company 

Name] as [Employee's Position] from [Start Date] to [End Date]. During this period, they 

demonstrated [brief description of work performance and contributions]. 

We can confirm that [Employee's Name] has fulfilled all responsibilities and requirements of 

their position successfully and in a timely manner. 

If you require any further information or clarification, please do not hesitate to contact us at 

[Your Phone Number] or [Your Email Address]. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


