[bookmark: _GoBack]Date: [DD Month YYYY]
TO WHOM IT MAY CONCERN
This letter is to confirm that [Employee Full Name] has been employed by [Company Name] as [Exact Job Title].
The details of the employment are as follows:
· Employee Name: [Full Name]
· Position/Job Title: [Exact Position]
· Employment Start Date: [DD Month YYYY]
· Employment End Date: [DD Month YYYY / Present]
· Employment Location: [City, State/Province, Country]
· Salary: [Currency] [Amount] per [month/year]
During the period of employment, [Employee Name] has been employed on a [full-time/part-time] basis and has performed the duties and responsibilities associated with the position of [Job Title] and performed the assigned duties in a professional and satisfactory manner.
Job Duties 5 to 10 points
Should you require any further information regarding this employment, please contact the undersigned using the official company contact details below.
Sincerely,
[Authorized Signatory Full Name] 
[Designation/Title] 
[Company Name]
Signature: ____________________ 

