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Post your job on Indeed or find more templates and samples in the Employer Resource Library.
[bookmark: _tc6lx5voi35]
[bookmark: _2iybwt1xuofw]Employee reference letter template
[Date]
Dear [receiver’s name],
[Reference statement: explain your reason for writing the letter.]
[First paragraph: describe the employee’s background and talk about the time you worked together.]
[Second paragraph: add some examples of relevant skills exhibited by the employee and their related achievements.]
[Closing remarks: summarize the goal of the letter.]
Regards,
[Your signature]
[Your name]
[Your title]
[Your phone number]
[Your e-mail address]

Indeed provides this information as a courtesy to users of this site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template. 
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