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           EMPLOYMENT VERIFICATION          


We recommend that you have your employer type an employment verification letter directly on company letterhead. Please use the following criteria:
· Date of Letter
· Who the letter is in reference to (your name)
· Dates of Employment

· Department and Job Title
· Salary (include bonus if applicable)
*if stating an hourly salary, please tell your employer to indicate the minimum hours per week that you are scheduled to work as we must be able to annualize your salary.*
· Contact information of signer, including phone number
· Name and Title of signer
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