Date:
To
[The Recipient]
[Company Name]
Dear [Name],
This is to certify that Linda Steward has worked as managing director in ABC Company for twelve years. Now she has left her job from the company on 20-05-20XX. During her tenure, she has remained an efficient and hardworking employee. she served the department with honesty and zeal during employment. now she has got a government job so, for this reason, she resigned immediately from the company for immediate training sessions and joining. 
Her performance remained exuberant and she deliberated all the tasks in a perfect way. Moreover, whenever I assigned extra tasks to her, she performed them well. She will be an asset to any institution. I wish her the best of luck in the future.
Regards,
[Your Name]
[Designation]
[Company Name]
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