Date
CONFIDENTIAL

Manager – HR & Admin

Company Name
Address
Subject: Employment Verification

Dear Sir/Mam,

Mr.  XYZ has joined our organization on   _____________.

As part of our routine reference procedure we require a confirmation letter from you on the authenticity of the following enclosed documents, which has been furnished to us.

1. Relieving letter issued by your organization.

2. Salary details of XYZ
We request you to kindly confirm the same by return e-mail to ___________________.
Please treat this reference check as confidential. We shall be thankful for your cooperation.

Yours faithfully,

For Company Name
HR Manager
