John Smith
19604 White Saddle Dr
Gaitherstown, CA, 20874

202-XXX-YYYY
johnsmith@xyz.com
Date
To whom it may concern:

I was an employee of  (Insert name of company)_ from ______ to ________ working as a  (Insert Co-workers position title). 
During this period, I was a co-worker/supervisor of ______________(Your Name), who was a full time employee of (Insert name of company), working no less than 40 hours per week as a __Insert your position title.    I was his supervisor/co-worker from _______ to _________, and am aware that he worked at the company from ________ to ___________.

In this period, to my knowledge, ______________(Your Name), performed the following duties:  

PLEASE INSERT YOUR PRIOR JOB DUTIES (for IT positions list the technologies) THAT YOU MAY HAVE WORKED ON.
Please feel free to contact me if you require any additional information.

Sincerely,

John Smith
GET DOCUMENT NOTARIZED.  

