Standard Experience Letter Format

[Company Name]
[Company Address]
[Company Letterhead]
Date: [DD/MM/YYYY]

To Whom It May Concern,

This is to certify that [Employee Full Name] was employed with [Company Name] as a [Job Title
/ Designation] from [Start Date] to [End Date].

During this period, [he/she/they] was responsible for [brief description of key responsibilities or
areas of work].

[Optional: Add a factual statement about the employee's conduct or performance, if
appropriate.]

This letter is issued at the request of the employee for employment verification and other
relevant purposes.

For [Company Name],
[Authorised Signatory Name]

[Designation]
[Signature and Company Stamp, if applicable]
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