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

[Date]
RE: Verification of Employment — [Employee Full Name]
To Whom It May Concern,
[Employee Full Name] has been employed with [Company Name] since [Start Date] in the position of [Job Title], on a [full-time / part-time] basis, working [Number] hours per week.
Current Base Salary: [$Amount] per [year / hour]
Pay Frequency: [Weekly / Bi-Weekly / Semi-Monthly / Monthly]
Overtime / Bonus / Commission: [Amount and frequency, or “Not applicable”]
Prior Year Base Earnings: [$Amount] ([Year])
Employment Type: [Permanent / Contract / Seasonal]

Probability of continued employment: Based on current business conditions, we have no reason to anticipate a change in [Employee Full Name]’s employment status.
This information is provided with the employee’s written authorization. For verification of the contents of this letter, please contact the undersigned directly.
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. This letter is structured to cover the fields underwriters expect from Fannie Mae Form 1005. Complete every field; underwriters will call the direct number to confirm. Delete this note before sending.
