Certificate of Employment
Company name: ____________________    Document no.: __________    Version / Date: __________

Letterhead
	Company letterhead (name, address, telephone)
	

	Date
	

	Subject: Certificate of Employment
	

	To Whom It May Concern
	



Body
This is to certify that Mr./Ms. __________ (HKID: ____ ____) was employed by our company from __________ to __________.
Last position held: __________ (Department: __________)
Main duties:
1. ____________________
2. ____________________
3. ____________________
(If agreed) Last basic monthly salary: HK$__________
This certificate is issued at the employee's request for whatever purpose it may serve. For further enquiries, please contact the Human Resources Department (Tel: ________ / Email: ________).

Signature
Name: __________  Title: __________
Signature and company chop: __________________
Date: __________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
