
 

 

Step-by-Step Experience Letter Format 
A professionally written experience letter follows a structured layout to maintain clarity, 
credibility, and acceptance across organizations. 

1. Company Letterhead​
The letter begins with the company’s official letterhead, including the logo, name, 
address, and contact details. This establishes authenticity and enables verification. 

2. Date of Issuance​
Mention the date clearly in DD/MM/YYYY format or full written format (e.g., 26 February 
2026). This helps maintain accurate documentation records. 

3. Employee Details​
Include the employee’s full name (as per company records), designation, and optionally 
their address. This ensures correct identification during background checks. 

4. Salutation​
Use a standard salutation like: “To Whom It May Concern”​
This keeps the document universally applicable. 

5. Subject Line​
Add a clear subject line such as:  “Experience Letter” or “Work Experience Certificate”​
This helps instantly identify the purpose of the document. 

6. Certification Statement (Core Content)​
Start with a formal statement confirming employment: 

“This is to certify that [Employee Name] worked as a [Designation] at [Company Name] 
from [Joining Date] to [Last Working Day].” 

Follow this with: 

●​ key responsibilities 
●​ skills demonstrated 
●​ performance overview 

 

 



 

 

​
7. Closing Statement​
End with a positive note wishing the employee success in future endeavors. This adds 
professionalism and goodwill. 

8. Signature and Authentication​
 The letter must include: 

●​ authorized signatory name 
●​ designation (HR Manager/Director) 
●​ signature 
●​ company seal 

Key Tip for Accuracy 

Always ensure employment dates, job title, and responsibilities are correct, as even 
small errors can lead to rejection during background verification. 
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