	EMPLOYING ORGANIZATION’S LETTERHEAD


Date

TO WHOM IT MAY CONCERN
Subject: Employment and Reference for [Full name as on ID/passport]

Section 1: Employee identification & employment summary
· Full name: [Family name, Given name]
· Date of birth: [DD/MM/YYYY]
· Current / most recent position(s): [Job title]
·  Department: [Department/Unit]
· Employment period: From [MM/YYYY] to [MM/YYYY or Present]
· Employment type: [☐ Full‑time ☐ Part‑time ☐ Contract ☐ Temporary]
· Workplace location: [City, Province, Country]

Section 2: Performance summary (5-7 sentences)
[Provide a short evaluative paragraph describing performance, strengths, professional conduct, and measurable achievements where relevant.]

Section 3: Relevance of proposed study / development to agency needs
[State how the proposed program/field of study relates to the organisation’s HR or sectoral needs and the expected benefit on return, if applicable]

Section 4: Recommendation 
[Recommendations supporting the candidate’s application for the specified program]
Signatory (must be Head / Deputy Head of organisation OR Head / Deputy Head of Personnel / HR – Please delete this note before submitting)
Name: [Full name of signatory]
Title: [Position / Title]
Department / Office: [Department name]
Organisation: [Organisation name]
Registered address: [Full address]
Official phone: [ +CountryCode number]
Official email: [official.email@organisation]

Signature: ____________________________ 
Date: [DD/MM/YYYY]
Official organisation stamp (affix here, stamp should overlap signature area where possible. Please delete this note before submitting)
