
 

Experience Letter Template 
An experience letter template is a pre-structured format that simplifies drafting an experience 
certificate. It provides a clear framework, ensuring all essential details, such as the employee’s 
name, job role, tenure, and accomplishments, are included. Use this template to save your time 
and create an effective letter while maintaining professionalism and consistency. 
 
[Company Name]​
[Company Address]​
​
[Date]​
​
Subject: Experience Letter​
​
To Whom It May Concern,​
​
This letter is to confirm that [Employee’s Name] was employed as [Job Title] in the 
[Department] at [Company Name] from [Joining Date] to [Date of Resignation].​
​
We affirm that [Employee’s Name] made valuable contributions during their time with us, and 
their performance has been satisfactory.​
​
We believe that their enthusiasm and dedication will lead them to success in their future 
endeavors. Throughout their employment, they demonstrated a strong commitment to their 
responsibilities.​
​
We wish [Employee’s Name] the very best in their future pursuits.​
​
Sincerely,​
​
[HR Name]​
[HR Designation]​
[Contact Details] 
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