	Date: ________________
To,
________________________________
________________________________
________________________________
Subject: Request for an experience certificate
Respected Sir / Madam,
I, _______________________________, worked with _______________________________ as ______________________ in the _________________ department from ________________ to ________________ (Employee ID: ______________).
I need an experience certificate for _______________________________________.
I request that the certificate mention my designation, my period of service and my main responsibilities.
I request you to kindly issue the certificate by ________________.
Thanking you,
Yours sincerely,

____________________________
_________________________
Employee ID: ___________________
Phone: ___________________
Email: _________________________
