[Your Name]
[Your Address Line 1],
[Your Address Line 1],
[bookmark: _GoBack][City, State, Zip],

Date:
[Concerned Person/Organization],
[Address Line 1,
[Address Line 2],
]City, State, Zip]

TO WHOM IT MAY CONCERN
This letter intends to confirm that Mr./Mrs. [Name] is Regular/Contract employee of this organization with a compensation level of [$$$,$$$]. He/She have joined this company from the date [date of appointment] as [position or rank]. Any queries in this regard will be entertained on request.

Yours Sincerely,
[Signature]
[Name]

