LETTER – REFERENCE FOR EMPLOYEE
Dear [NAME]
Reference – [EMPLOYEE NAME]
Thank you for your request for a reference in relation to the above named.

I confirm the following details:

Dates of employment: [DATE] and [DATE].
Job title: [JOB TITLE]

Reason for leaving: [REASON].

It is our policy only to provide references containing information as to employees' roles and dates of employment. This should not be seen as implying any comment about the candidate or their suitability for employment.
This reference is provided in strictest confidence and the information provided must only be used for the purposes for which it was requested. The information provided is to the best of the referee’s knowledge accurate at the time it is given. Neither the provider of the reference nor the Company is liable for any loss suffered by the person requesting the reference nor any third party should they seek to rely on the information provided.

Yours sincerely

[NAME]

