[COMPANY NAME]
[Street Address]  |  [City, State ZIP]  |  [Phone]  |  [Website]

[Date]
To Whom It May Concern,
This letter confirms that [Employee Full Name] is currently employed by [Company Name] as a [Job Title], with a start date of [Start Date].
Employment Status: [Full-Time / Part-Time / Seasonal]
Gross Compensation: [$Amount] per [year / hour], based on [Scheduled Hours, if hourly]
Variable Income: [Note any regular commission or bonus income here, or delete this line]

This compensation information is disclosed with the employee’s written authorization, which is on file with our organization.
Please direct any questions to the contact listed below.
Sincerely,
[Verifier Name]
[Title]
[Company Name]
Direct: [Phone Number]
[Email Address]
Before sending: replace all bracketed fields, confirm dates against your payroll system of record, and make sure the phone number is a direct line that reaches a person who can confirm these details. Do not send this version until the employee’s signed authorization to disclose compensation is on file. If you do not have it, use the standard verification letter instead. Delete this note before sending.
