[Company name]
[Registered address] · [Phone or email]
Ref: [Reference number]
Date: [Date of issue]
To whom it may concern
Subject: Experience certificate
This is to certify that [Full name] worked with [Company name] as set out below.
Employment record
	Name
	[Full name as on PAN]

	Employee code
	[Employee code]

	Designation
	[Last designation], [Department]
[Earlier designations and their dates, if any]

	Date of joining
	[Date]

	Last working day
	[Date]

	Length of service
	[Years and months]

	Main responsibilities
	[One or two factual lines]



We wish [First name] well in the years ahead.
For [Company name],
[Name of the signatory]
[Designation], for [Company name]
