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LETTER OF REFERENCE – DEPARTING EMPLOYEE 

Date 

 

 

Name 

Address 

SUBURB  State  Postcode 

 

TO WHOM IT MAY CONCERN 

We have worked with [NAME] for over [NUMBER] years and hold [HIM/HER] in the absolute highest 
regard. [HE/SHE] has always demonstrated their dedication to the firm and we have always been able 
to count on [HIM/HER] in times of need. 

Let me outline some of the reasons why we recommend [HIM/HER] for employment with your 
company: 

 

•       

•       

•       

•       

In short, it has been a distinct pleasure to have worked with [NAME] and we are able to make this 

recommendation without any reservations whatsoever. Please feel free to call me at the number 

below if you have any questions or if I can add anything further. 

Yours truly, 

 

 

 

[Company Contact] 

[Company Title] 

[Company Phone] 

[Company Email]  

 

 


