
Work Performance Verification 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

To Whom It May Concern, 

This letter is to confirm the work performance of [Employee's Name], who has been employed 

with us at [Your Company] since [Employment Start Date]. 

During their tenure, [Employee's Name] has consistently demonstrated the following skills and 

qualities: 

• [Skill/Quality 1] 

• [Skill/Quality 2] 

• [Skill/Quality 3] 

[Employee's Name] has contributed significantly to our projects, including [Project/Task], and 

has shown exceptional performance in [Specific Area]. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] for any further 

information. 

Best regards, 

[Your Signature (if sending a hard copy)] 

[Your Name] 

[Your Position] 


