
[Your Company's Letterhead] 

[Date] 

To Whom It May Concern, 

This is to certify that [Employee's Name], holder of the position of 

[Employee's Position] at [Company's Name], was employed with us from 

[Start Date] to [End Date]. 

During their tenure, [Employee's Name] was responsible for [Brief 

Description of Duties/Responsibilities]. They demonstrated skills in [Key 

Skills/Qualities] and contributed significantly to [Notable Achievements 

or Projects]. 

We appreciate [Employee's Name]'s dedication and hard work and wish them 

success in their future endeavors. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company's Name]  

[Company's Address]  

[Contact Information] 


