Work Experience Request
Letter

[Your Name]

[Your Address]

[city, State, Zip Code]
[Email Address]

[Phone Number]
Date: [Insert Date]

[Recipient’s Name]
[Recipient’s Job Title]
[Company Name]
[Company Address]
[city, State, Zip Code]

Dear [Recipient’s Name],

| hope this letter finds you well. | am writing to formally request a work
experience letter covering my tenure at [Company Name] from [Start Date]

to [End Date], during which | held the position of [Your Job Title].

As | am in the process of pursuing new opportunities, | would greatly
appreciate it if you could provide me with a letter outlining my roles,
responsibilities, and contributions during my employment. This document will

be instrumental in supporting my future career endeavors.
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Please let me know if there is any additional information you require from me
to facilitate this request. | would be grateful if you could send the letter at your

earliest convenience.

Thank you for your time and assistance. | look forward to your positive

response.

Sincerely,

[Your Full Name]
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