[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Employer's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]
Dear [Employer's Name],

| hope this message finds you well. I am writing to request documentation related to my
employment at [Company's Name]. Specifically, | would like to obtain the following documents:

« Employment verification letter

« Payroll records for the last [specify duration]

o Tax documents, such as W-2 forms
These documents are required for [briefly explain the purpose, e.g., applying for a loan, visa
application, etc.]. I would appreciate your assistance in this matter and kindly ask that you
provide the requested documentation at your earliest convenience.

Thank you very much for your attention to this request. If you need any further information or
clarification, please do not hesitate to contact me.

Sincerely,

[Your Name]



