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

[Date]

Dear [name],

I am writing in reference to the verification of [ex-employee name].

I confirm that [Ex employee name] was working in our Company, [Company name] from [period worked] on the position of [state post].

You may contact me on [no/ here] for any further inquiries regarding this person.

Sincerely,

[Your name & Designation]
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