
[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Institution]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to wholeheartedly recommend [Student's Name] for [specific 

program, scholarship, or opportunity] at [Institutions/Schools/Programs]. 

As [his/her/their] [teacher, mentor, etc.] at [School/Institution's Name] 

for [duration], I have had the pleasure of witnessing [his/her/their] 

growth and dedication firsthand.  

[Student's Name] has consistently demonstrated [specific qualities, 

skills, or achievements]. For example, [provide a specific example or 

anecdote that highlights the student's strengths]. This experience not 

only showcased [his/her/their] capabilities but also [explain what this 

meant for the student or classroom].  

In addition to [his/her/their] academic prowess, [Student's Name] is 

actively involved in [extracurricular activities, community service, or 

leadership roles], which further illustrates [his/her/their] commitment 

to [specific values or goals related to the opportunity]. [Provide 

another specific example of involvement or leadership].  

[Student's Name]'s passion for [field or subject] is truly inspiring, and 

I believe that [he/she/they] will bring [unique traits or contributions] 

to [specific program or opportunity]. I am confident that [he/she/they] 

will not only benefit from this opportunity but also contribute 

positively to [the community, school, etc.].  

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

address] if you need any further information or insights regarding 

[Student's Name]. I am more than happy to discuss [his/her/their] 

qualifications in more detail.  

Thank you for considering [his/her/their] application.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


