[Date]
Dear [Manager or HR name],
I am writing to request an employment verification letter confirming my job at [Company name]. I need it for whatever purpose it may serve, and it is due by [date].
For it to be accepted, it would help if the letter included:
•  My full name, job title and start date
•  Whether I work full-time or part-time, and my hours per week
•  My gross pay and how often I am paid
•  Your signature, title and a phone number or email to verify it
Thank you very much for your help. Please let me know if you need any other information.
Sincerely,
[Your full name]
[Your job title]
[Your phone or email]
