
[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I am writing to endorse [Name of the Individual/Organization] for 

[specific position, program, opportunity, etc.]. I have had the pleasure 

of working with [him/her/them] for [duration of time] at [Your 

Organization or context of the relationship], where I have witnessed 

[his/her/their] outstanding [skills, traits, accomplishments].  

[Provide specific examples of achievements, characteristics, or 

experiences that demonstrate the individual's qualifications.]  

I firmly believe that [Name] possesses the necessary skills, 

determination, and passion to excel in [specific opportunity]. 

[He/She/They] is not only a dedicated professional but also a team player 

who consistently contributes to the overall goals of the organization.  

If you require any further information or have any questions, please do 

not hesitate to contact me.  

Thank you for considering this endorsement.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Organization] 


