
[Organization Letterhead]  

[Date]  

To Whom It May Concern, 

This is to certify that [Employee Name], holding the position of [Job 

Title], was employed with [Organization Name] from [Start Date] to [End 

Date]. During their tenure, [he/she/they] exhibited exceptional skills 

and contributed significantly to our team. 

[Employee Name] was responsible for [brief description of duties and 

responsibilities]. [He/She/They] demonstrated [list any key skills or 

achievements], which greatly benefited our organization. 

We appreciate the contributions [Employee Name] made during their time 

with us and wish [him/her/them] the best in [his/her/their] future 

endeavors. 

Sincerely,  

[Your Name]  

[Your Position]  

[Organization Name]  

[Contact Information] 


