
Payroll Processing Authorization 

Confirmation 

Date: [Insert Date] 

To: [Employee Name] 

[Employee Address] 

[City, State, Zip Code] 

Dear [Employee Name], 

We are pleased to confirm the authorization of your payroll processing for the pay period ending 

[Insert Pay Period End Date]. This confirmation serves to validate that your hours and 

compensation details have been received and processed accurately. 

Please find the details of your payroll processing below: 

• Employee ID: [Insert Employee ID] 

• Position: [Insert Position] 

• Pay Rate: [Insert Pay Rate] 

• Total Hours Worked: [Insert Total Hours] 

• Gross Pay: [Insert Gross Pay] 

• Deductions: [Insert Deductions] 

• Net Pay: [Insert Net Pay] 

If you have any questions or require further clarification regarding your payroll, please do not 

hesitate to reach out to our HR department at [HR Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 


