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Experience Letter — English Blanks
Short - Detailed - Company letterhead placeholders - fill by hand

3. Short Experience Letter (English)

Blank sample for employer/HR use — not an official company document by itself.

[ Company / Organisation Name ]

Address: Phone:
Date:
TO WHOM IT MAY CONCERN
This is to certify that Mr./Ms. (Emp./ID: ) worked with us as
Designation: in the Department of from to

During this period, his/her conduct and performance were satisfactory. We wish him/her success in future endeavours.

Place: Authorised Signatory

Company seal:

Name - Designation - HR / Manager

4. Detailed Experience Letter (English)

[ Company / Organisation Name ]

Address / Email / Web:

Ref No.: Date:

Subject: Experience Certificate

This is to certify that Name: (S/o/D/o / W/o: , Emp. No.:
) was employed with us as Designation: in Department from
(joining) to (last working day) on a full-time / part-time basis.

Key responsibilities / Duties:

Performance / Conduct: Satisfactory / Good / Excellent (tick) — Remarks:

The above employee complied with organisational policies. We wish them success ahead. This letter is issued upon request.

Company seal Authorised Signatory

Name - Designation - Contact
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Checklist before issue

[0 Employee full name matches ID [ Dates (from-to) verified
L] Designation / department correct [ Ref No. & date filled
1 Authorised signatory name + designation [ Company seal (if used)

] Contact phone/email for verification (optional line on letterhead)
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Sample for personal / educational formatting practice only. Follow your employer’s HR policy. Vista Hub is not responsible for outcomes from use.
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