
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Organization/Institution]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I am writing to recommend [Applicant's Name] for [specific purpose, e.g., 

immigration, visa application]. I have had the pleasure of knowing 

[him/her/them] for [duration] in my capacity as [Your Position] at [Your 

Institution/Organization]. 

During this time, I have observed [Applicant's Name] demonstrate 

[specific qualities, skills, or achievements]. [Provide specific examples 

illustrating the applicant's character, work ethic, and contributions].  

[Include any relevant qualifications, performance metrics, or accolades 

that support the recommendation.]  

I am confident that [Applicant's Name] will be a valuable addition to 

[destination country/community/profession]. [He/She/They] have the drive, 

determination, and talent to succeed and contribute positively to [the 

new environment].  

Please feel free to contact me at [your phone number] or [your email] if 

you have any further questions.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Institution/Organization] 


