Date:
To
[The Recipient]
[Company Name]
[Address]
Subject: Requesting employment verification document
Dear/Respected [Recipient Name],
Dear Sir,
I am Johnson, working as a storekeeper in your store located in Michigan. I am writing this letter to request you to issue me an employment verification certificate. You know that I recently came here to the USA in search of better opportunities for employment. Fortunately, I got the job at your store where I am getting a handsome salary. After spending three months in one of my relative's homes, now I need to get a home on rent. I have searched for a home for this purpose, but the owner of that home is asking for an employment verification certificate from my current employer to have an idea whether I would be able to pay the home rent or not.
Since you are my current employer and have the best knowledge of the facts about me, I, therefore, request you to issue me an employment verification document. This certificate should contain my job title, my salary details, the time I have spent in your company while working and a brief positive statement about my character. Moreover, it must be written on the company letter pad containing your signature and stamp.
It is mentioned again that I am not in the position to buy a home for residence purposes therefore, you are requested to issue me the document as soon as possible so that I would get home on rent as quickly as possible. Thanking you in anticipation.
Yours sincerely.
[Your Name]
[Designation]
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