
Date: [Insert Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request verification of employment 

for [Employee's Name], who has been absent from work from [Start Date] to [End Date]. We 

would appreciate your assistance in confirming the duration of their employment, and any 

additional details regarding their absence during this time. 

Thank you for your attention to this matter. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] should you require any further information. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company's Name] 

[Your Company's Address] 

[City, State, Zip Code] 


