[Date]
[Concerned Organizaton]

[Address of the Concerned Organization]

To Whom it may concern:

This letter is to confirm that [name] has been full-time employed by [employer], since [employment state date] as [position].

OR
This letter is to confirm that [name] was employed by [employer] from [start month/year to end month/year] as [position].
Should you have any questions, please contact the undersigned.
Sincerely,
[Signature]

[Employer’s name]
[Employer’s job title]

[Employer’s phone number]
