
Professional Experience Verification 

[Your Company's Letterhead] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

This letter is to confirm the employment and professional experience of [Employee's Name] who 

worked at [Your Company Name] from [Start Date] to [End Date]. 

 

During this period, [Employee's Name] held the position of [Employee's Job Title], where they 

were responsible for the following duties: 

• [Responsibility/Task 1] 

• [Responsibility/Task 2] 

• [Responsibility/Task 3] 

 

Throughout their tenure, [Employee's Name] demonstrated [qualities such as skills, 

accomplishments, etc.]. 

 

If you require any further information, please do not hesitate to contact me at [Your Phone 

Number] or [Your Email Address]. 

 



Sincerely, 

 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 


