Certificate of Service

To whom it may concern,

This is to certify that _________________________ left the service of this Company on ___/___/___.  He/ She was in our employment from ___/___/___ and at the date of leaving was in the position of _________ .

It is the policy of (Insert organisation name) not to issue any reference other than the above statement of service, but we shall be pleased to supply further information on request.

Yours faithfully,

______________________

