[ COMPANY / ORGANISATION LETTERHEAD ]
[Address · Phone · Email · Website]
Date: ____________________

To Whom It May Concern,
Subject: Work Experience Letter
This is to confirm that [Employee Name] was employed with [Company Name] as [Designation] in the [Department Name] department from [Start Date] to [End Date].

During [his/her/their] tenure, [he/she/they] was responsible for [brief description of role and responsibilities] and reported to [Reporting Manager Name, Designation]. [His/Her/Their] conduct and performance during this period were found to be satisfactory.

This letter is issued upon the employee's request for whatever purpose it may serve, including further study or employment applications.
We wish [him/her/them] all the best for future endeavours.

Sincerely,
	Reporting Manager
	HR Manager
	Company Seal


