
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Verification Document  

I hope this letter finds you well.  

I am writing to formally request the verification of [specific 

information or document needed]. This verification is necessary for 

[reason or purpose for the request].  

Enclosed with this letter are the relevant documents that may assist in 

your verification process, including:  

- [Document 1]  

- [Document 2]  

- [Document 3]  

Please feel free to contact me at [your phone number] or [your email 

address] if you need any further information or clarification.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable] 


