[Company name]
[Company address]
[Date]
To Whom It May Concern:
This letter confirms that [Full name] was employed by [Company name] from [start date] to [end date] in the position of [Job title], working [full-time / part-time].
This letter is issued at their request for whatever purpose it may serve. To verify this information, please contact us at [phone or email].
Sincerely,
_______________________________
[Name of signer]
[Title (e.g. Manager)]
[Company name]
