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Request Company to Verify Employment Record - 
[Name, Company Name & Address here]

[Date]

Dear [name],

This is in reference to the job application of Mr. [person name]. He/she has applied for the position of [position name] in our company [Company name].

We are writing to you to verify some information about this candidate. [Person name] told us that he/she worked for your company between [date] and [date]. And, [Other information you want to verify].

Please provide us with the information requested in this letter, and any other information, you would like to share with us regarding the professional history of this person that may be useful for us to decide whether to hire him/her or not.

Thank you in advance. We look forward to your response.

Sincerely,

[Your name]

[Designation]

Encl: [List Enclosures, if any] 

This Letter is protected under copyright © 2008 FoundLetters.com. Feel free to use letters for your personal purposes. Reproduction in whole or in part in any form or medium without express written permission is prohibited
