
Verification Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company/Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

This letter is to verify that [Project Leader's Name] has been functioning as the Project Leader 

for [Project Name] since [Start Date]. During this period, [he/she/they] has been responsible for 

overseeing the project's progress, managing the team, and ensuring that all objectives are met 

successfully. 

[Project Leader's Name] has demonstrated exceptional leadership skills, including [mention 

specific skills or achievements]. [He/She/They] has contributed significantly to the success of 

our projects and has been instrumental in [specific accomplishments or contributions]. 

If you require any further information or validation regarding [Project Leader's Name]'s role and 

performance, please feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


