
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my support for the application of [Applicant's 

Name] for the [Position/Program Name] at [Company/Organization Name]. I 

have had the pleasure of knowing [Applicant's Name] for [duration] in my 

capacity as [Your Position/Relationship with Applicant], and I can 

confidently vouch for their skills and qualifications. 

[Discuss relevant qualifications, experiences, and attributes of the 

applicant that make them a strong candidate for the position/program.] 

In addition to their technical skills, [Applicant's Name] exhibits 

exceptional [soft skills, e.g., teamwork, communication, problem-solving 

abilities]. These qualities not only enhance their individual performance 

but also contribute positively to the team's success. 

I wholeheartedly support [Applicant's Name]'s application and believe 

that they will bring tremendous value to [Company/Organization Name]. 

Please feel free to contact me at [Phone Number] or [Email Address] if 

you require any further information or specific examples of [Applicant's 

Name]'s qualifications. 

Thank you for considering this strong candidate.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


