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[Company letterhead]
Date: [ ]
To: [Bank name], [Branch]
RE: SALARY CONFIRMATION — [Employee name], Passport/NRC No. [ ]
This is to confirm that [Employee name] has been employed by [Company name] since [date] as [job title] in [department].
	Item
	Details

	Employment type
	[permanent / fixed-term / probation]

	Gross monthly salary
	ZMW [ ]

	Net monthly salary
	ZMW [ ]

	Pay date
	[ ]

	Employee number
	[ ]



The employee’s salary is paid by [bank transfer/cash] to [bank/account]. This letter is issued at the employee’s request for the purpose of opening a personal bank account.
For further verification, please contact [HR name], [title], [phone], [email].
Yours faithfully,
________________________
[Name]
[Title]
[Company stamp]
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