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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Reference Letter


[Date]


To Whom it May Concern:


_________________ was employed by [Company Name], as a __________ from   (month)  , 202__ to   (month)  , 202__.

It was necessary for us to cut the position, which _________________had filled, as part of reorganizing our operations.  If not for the reorganization, _________________ would have continued their employment with us.

During their employment with [Company Name], __________________ proved to be consistently dependable in the performance of their duties and maintained an excellent attendance record.  These attributes could be an asset for any employer.
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