[Company Letterhead]
[Date]

[Recipient Name]
[Recipient Title]

[Recipient Company Name]
[Recipient Address]

Subject: Employment and Executive Compensation Verification for [Employee Name|
To Whom It May Concern,

This letter serves to formally verify the employment and compensation details for [Employee
Name] at [Company Name].

Employment Details:

e Current Title: [Job Title]
o Employment Status: [Full-time / Part-time]
e Hire Date: [Date]

Compensation Structure:

e Base Annual Salary: ${ Amount]

e Annual Performance Bonus: Target of [Percentage]% of base salary (Last paid:
$[Amount] on [Date])

o Equity/Stock Options: [Details of grants, vesting schedules, or current value]

e Other Executive Benefits: [Details of car allowance, housing stipend, or deferred
compensation]

Should you require any further information or additional documentation, please feel free to
contact the Human Resources Department at [Phone Number] or [Email Address].

Sincerely,

[Signature]

[Name of Authorized Representative]
[Title]

[Company Name]



