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Reference Letter Template

Reference letter template to be completed by each of the respective Clients. Forms not signed / stamped and completed by the client will not be considered.


The following are to be completed by the Client:


Company Name:
.............................................................................................................................................

Service provider Name:

.............................................................................................................................................
Brief Scope of Work Including Description of Work:
.............................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................
.............................................................................................................................................

Contract Amount:

.............................................................................................................................................
Contract Duration:
	Start Date:
	
	End Date:
	

	
	
	
	



Level of satisfaction

Tick the appropriate rating and add any comments:

	☐ Excellent
	☐ Very Good
	☐ Satisfactory
	☐ Fair
	☐ Poor



Any other remarks to be considered necessary to assist in evaluation of the contractor?


.............................................................................................................................................................

Name of Company Representative:
…………………………………………………………. Designation:
…………………………………………………………. Contact Number:
………………………………………………………….
DECLARATION & SIGNATURE

	DECLARATION
I, the undersigned, hereby confirm that the information provided in this reference / testimonial letter is true and accurate to the best of my knowledge. I understand that this letter may be used for professional verification purposes.

	
	
	

	Signature of Authorised Signatory
	
	Date

	
	
	

	
	
	

	Full Name (Print)
	
	Company Stamp (if applicable)



This document must be completed on the company's official letterhead to be deemed valid.

