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[DD-MM-YY] 

 
To Whom It May Concern 

 
 
This is to certify that Mr./Mrs./Ms.[Employee Name], Employee Code [Employee 
Code] has worked with [Sub-Company] in the capacity of [Position] from [start date] 
to [end date]. 
 
During the aforementioned tenure, Mr./Mrs./Ms.[Employee Name] remained 
engaged in his/her work with determination and sincerity. We found him/her active 
and competent in executing all assigned tasks. He/she is a professional sound, 
hard-working and motivated employee whose contribution to the realization 
of organizational goals and objectives has proven helpful for the growth of the 
organization. 
 
Moreover, Mr./Mrs./Ms.[Employee Name]’s conduct during his/her stay with us was 
professional & exemplary. During his/her service period, he/she has been found 
sincere, reliable, trustworthy and open to challenges. 
 
We wish him/her all the best in his/her future endeavors. 
 
 
Sincerely, 
 
For [Sub Company] 
Signing Authority 
Head- Human Resource 
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