
[Your Name]  

[Your Position/Title]  

[Your Organization]  

[Your Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position/Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to recommend [Volunteer's Name] for their outstanding 

contributions as a volunteer at [Organization/Project Name]. During their 

time with us from [start date] to [end date], [Volunteer's Name] 

demonstrated exceptional skills and a remarkable commitment to our 

mission.  

[Describe specific tasks and responsibilities the volunteer undertook and 

their contributions.]  

[Highlight specific qualities, skills, or experiences that make the 

volunteer stand out, such as teamwork, leadership, and reliability.]  

[Provide an example or anecdote that illustrates the volunteer's impact 

on the organization or community.]  

In summary, I wholeheartedly recommend [Volunteer's Name] for any future 

endeavors they pursue. I believe they will bring the same passion and 

dedication to all their future work.  

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

address] if you require any further information.  

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Organization] 


