
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title]  

[Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my support for [Applicant's Name] in their 

application for [specific position/program] at [Organization Name]. As 

[your relationship to the applicant, e.g., a supervisor, mentor, 

colleague], I have had the pleasure of working closely with [Applicant's 

Name] for [duration of time], and I can confidently recommend them.  

[Provide specific examples of the applicant's skills, achievements, and 

contributions that are relevant to the position/program they are applying 

for. Elaborate on their strengths and any encounters that showcase their 

capabilities.]  

I believe that [Applicant's Name] possesses the necessary skills and 

qualities to thrive in [specific position/program]. Their dedication, 

work ethic, and passion for [relevant field/subject] make them an ideal 

candidate.  

Thank you for considering this application. I am happy to provide any 

further information if needed.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Organization] 


