
[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 provide a reference for [Name of Individual], who has 

[describe the relationship, e.g., worked under my supervision, 

collaborated with me on projects, etc.] at [Your Organization] for 

[duration].  

During this time, I have been impressed by their [mention key qualities 

or skills relevant to KTTC, e.g., dedication, professionalism, technical 

expertise, etc.]. Specifically, [provide examples or anecdotes that 

illustrate these qualities].  

[Name of Individual] has demonstrated [mention any relevant achievements 

or contributions, e.g., leadership, innovative solutions, teamwork]. 

Their ability to [specific skill or quality] has greatly benefited our 

team and contributed to [specific outcome or goal].  

I strongly support [Name of Individual] and believe they would be an 

asset to your organization. If you have any further questions or require 

additional information, please do not hesitate to contact me.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


