[Company Name]
[Registered Address, City, PIN]
[Phone] | [Email] | CIN/GSTIN: [Number]
Ref. No.: [HR/EXP/2026/001]
Date: [DD Month YYYY]
Subject: Experience Letter
To Whom It May Concern,
This is to certify that [Mr./Ms. Employee Full Name], Employee ID [EMP-0000], was employed with [Company Name] from [Date of Joining] to [Last Working Day], a period of [X years Y months].
During this period, [he/she/they] worked as [Last Designation] in the [Department] department at our [Branch/Plant/Outlet, City] location. [His/Her/Their] key responsibilities included [responsibility 1], [responsibility 2] and [responsibility 3].
[He/She/They] resigned from the services of the company, and the resignation was accepted with effect from [Last Working Day]. [He/She/They] has been relieved of all duties after completing the handover.
During [his/her/their] tenure, we found [him/her/them] [sincere, hardworking and reliable]. We wish [him/her/them] success in all future endeavours.
Sincerely,
For [Company Name]

[Signature and company seal]
[Authorised Signatory Name]
[Designation, e.g. HR Manager]
[Official email / phone for verification]
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