
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to highly recommend [Candidate's Name] for [specific 

position or opportunity] at QKSMS.  

1. **Introduction**  

 - [Brief introduction of yourself and your relationship with the 

candidate.] 

2. **Qualifications and Skills**  

 - [Detail specific qualifications, skills, and attributes relevant to 

QKSMS.] 

3. **Examples of Achievements**  

 - [Provide specific examples of the candidate's achievements or 

contributions in previous roles.] 

4. **Character and Work Ethic**  

 - [Discuss the candidate's character, work ethic, and interpersonal 

skills.] 

5. **Conclusion**  

 - [Summarize why you believe the candidate would be a great fit at QKSMS 

and offer your willingness to discuss further.] 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Organization] 


