
[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 provide my recommendations for [specific purpose or 

event, e.g., "the upcoming QJB evaluation"]. As an active participant in 

[relevant field or project], I have had the opportunity to observe 

[subject or individual] closely and would like to highlight the following 

points:  

1. **Recommendation #1**: [Brief description and rationale]  

  

2. **Recommendation #2**: [Brief description and rationale]  

3. **Recommendation #3**: [Brief description and rationale]  

These recommendations are based on [evidence, observations, or 

experiences] and aim to support [specific goals or outcomes]. I believe 

that implementing these suggestions will greatly benefit [project, team, 

or organization].  

Thank you for considering my recommendations. I am looking forward to 

seeing the positive impact of our collective efforts.  

Sincerely,  

[Your Name]  

[Your Title/Position] 


