
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to express my strong 

recommendation for [Candidate's Name] for the [specific position or 

program] at [Organization or Institution Name]. I have had the pleasure 

of working with [Candidate's Name] for [duration of time] in my capacity 

as [Your Position] at [Your Organization], and I can confidently say that 

[he/she/they] is an outstanding candidate for this opportunity. 

Throughout our time working together, [Candidate's Name] has consistently 

demonstrated exceptional skills in [relevant skills or areas of 

expertise]. [He/She/They] possesses a unique ability to [specific ability 

or quality], which has significantly contributed to [specific project, 

team, or organization]. For instance, [provide a specific example that 

showcases the candidate's strengths or achievements]. 

In addition to [his/her/their] technical abilities, [Candidate's Name] 

exemplifies qualities such as [mention soft skills, e.g., leadership, 

teamwork, communication skills]. [He/She/They] approaches challenges with 

a positive attitude and is always willing to go the extra mile to ensure 

success. [Provide another specific example or anecdote demonstrating 

these qualities.] 

Furthermore, [Candidate's Name] has a deep commitment to [relevant field 

or community], as evidenced by [mention any volunteer work, 

contributions, or initiatives]. [His/Her/Their] passion for [relevant 

field] is inspiring and makes [him/her/them] an ideal fit for [specific 

position or program]. 

In conclusion, I wholeheartedly recommend [Candidate's Name] for 

[specific position or program] at [Organization or Institution Name]. I 

am confident that [he/she/they] will bring the same level of dedication 

and excellence to your organization as [he/she/they] has shown during our 

time together. Should you have any further questions, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for considering this recommendation. I look forward to seeing 

the great contributions [Candidate's Name] will undoubtedly make in the 

future. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Organization] 


