
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to recommend [Candidate's Name] for the position of [Job 

Title/Position] at [Company/Organization Name]. It is with great 

confidence that I express my support for [his/her/their] application. 

During [his/her/their] time at [Your Company/Organization Name], I had 

the pleasure of working closely with [Candidate's Name] on various 

projects, specifically [mention specific projects or responsibilities]. 

[He/She/They] consistently demonstrated exceptional skills in [mention 

relevant skills or attributes], which significantly contributed to our 

team's success. 

[Provide a specific example of a project or achievement that illustrates 

the candidate's strengths. Elaborate on their role, skills applied, and 

the outcome.] 

[Candidate's Name] is not only dedicated and hardworking but also 

possesses a commendable ability to work collaboratively with colleagues 

and stakeholders. [He/She/They] approaches challenges with a positive 

attitude and is always willing to go the extra mile to ensure goals are 

met. 

I firmly believe that [Candidate's Name] would be an invaluable asset to 

your team at [Company/Organization Name]. [His/Her/Their] expertise in 

[mention relevant field or area] and commitment to excellence will ensure 

[his/her/their] success in the role. 

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

address] if you require any further information or wish to discuss 

[Candidate's Name]'s qualifications in more detail. 

Thank you for considering this application. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


