
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Institution/Organization Name]  

[Institution/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to wholeheartedly recommend [Candidate's Name] for [specific 

program, job, or opportunity] in the field of business administration and 

management. As [Candidate's Relationship to You, e.g., a professor, 

supervisor], I have had the pleasure of working with [him/her/them] for 

[duration], during which [he/she/they] has consistently demonstrated 

outstanding [qualities or skills relevant to the opportunity, e.g., 

analytical skills, leadership, teamwork].  

[Provide specific examples of achievements or projects that highlight the 

candidate's capabilities. Mention any relevant coursework, internships, 

or roles that prepare them for the position or program.]  

[Candidate's Name] possesses a keen understanding of [relevant subject 

matter or skills], which has been evident in [his/her/their] work on 

[specific project or task]. [Add more details about the candidate's 

strengths, work ethic, and any contributions that stand out.]  

I am confident that [Candidate's Name]'s dedication and passion will make 

[him/her/them] a valuable addition to [the program or organization]. I 

highly recommend [him/her/them] without reservation.  

If you require any further information, please do not hesitate to contact 

me at [your phone number] or [your email address].  

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Institution/Organization] 


