[Company Logo]   [Company Name]
EMPLOYMENT VERIFICATION REQUEST EMAIL
Subject: Employment Verification Request – [Candidate Name], Employee ID [ID]
Dear HR Team, [Former Employer Name],
Greetings from [Company Name]. [Candidate Name] has been offered the position of [Designation] with us and has stated that they worked with your organisation from [MM/YYYY] to [MM/YYYY]. As part of our standard pre-employment process, we request you to kindly verify their employment details.
The candidate's signed authorisation and our verification form are attached. Please confirm the following:
1. Employee ID: [ID]
1. Designation at the time of leaving: [Designation]
1. Date of joining and last working day: [DD/MM/YYYY] – [DD/MM/YYYY]
1. Last drawn CTC (if your policy permits): ₹[Amount] per annum
1. Reason for leaving and eligibility for rehire
If filling the form is not convenient, a simple reply to this email confirming or correcting each point will be sufficient. We would be grateful for your response by [Date].
All information shared will be kept strictly confidential and used only for employment verification. Please feel free to call me at [Phone Number] for any clarification.
Thank you for your support.

Regards,
[HR Name]
[Designation], Human Resources
[Company Name]
[Company Address]
[Phone Number]
Attachments:
1. Candidate authorisation for background verification
2. Previous employment verification form
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