
Endorsement Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To Whom It May Concern, 

I am pleased to provide this letter of endorsement for [Ex-Employee's Name], who worked with 

us at [Your Company Name] from [Start Date] to [End Date] as a [Ex-Employee's Position]. 

During their time with us, [Ex-Employee's Name] consistently demonstrated exceptional skills 

and a strong work ethic. 

One of [his/her/their] key contributions to our team was [describe a specific project or 

responsibility], which resulted in [mention positive outcome]. This not only highlighted 

[his/her/their] abilities but also contributed significantly to our department's success. 

[Ex-Employee's Name] is a dedicated professional who is capable of handling challenges with 

aplomb. [He/She/They] is also a team player who gets along well with colleagues and promotes a 

positive working environment. 

I am confident that [Ex-Employee's Name] will bring the same level of dedication and expertise 

to [his/her/their] future endeavors. I wholeheartedly endorse [him/her/them] for any 

opportunities that arise. 

If you require any further information, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 


