
[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Headquarters Name]  

[Headquarters Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Verification Request for [Specific Purpose]  

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

regarding [specific details or information to be verified]. This 

information is crucial for [explain the reason for the verification].  

Please find below the details pertaining to the verification request:  

- [Detail 1]  

- [Detail 2]  

- [Detail 3]  

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

your response at your earliest convenience. If you need any further 

information or clarification, please do not hesitate to contact me.  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


