
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Headquarters Name]  

[Headquarters Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Verification Request  

I hope this message finds you well. I am writing to request verification 

of [specific information or document]. This is essential for [brief 

explanation of purpose]. 

Please find attached the necessary documents for your review. We 

appreciate your prompt attention to this matter and look forward to your 

response. 

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


