
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to recommend [Candidate's Name] for the [specific position, 

program, or opportunity] at HJMC. Having had the pleasure of working with 

[him/her/them] for [duration] at [Your Organization/Company], I am 

confident in [his/her/their] abilities and believe [he/she/they] would be 

an excellent addition to your team.  

During [his/her/their] time at [Your Organization], [Candidate's Name] 

demonstrated exceptional [skills or qualities relevant to HJMC], 

including [specific examples of achievements or contributions]. 

[He/She/They] is known for [specific trait or skill], which greatly 

contributed to [specific outcome or project].  

[Insert additional paragraphs detailing specific experiences, skills, and 

contributions that highlight the candidate's qualifications for HJMC.]  

I can wholeheartedly recommend [Candidate's Name] for the [specific 

position, program, or opportunity]. [His/Her/Their] [qualities] make 

[him/her/them] a strong fit for HJMC, and I believe [he/she/they] will 

make significant contributions to your organization.  

Should you require any further information, please do not hesitate to 

contact me.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


