
[Your Name]  

[Your Title/Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[position, program, or opportunity] at [Recipient's 

Company/Organization]. Having had the pleasure of working with 

[Candidate's Name] for [duration] at [Your Company/Organization], I can 

confidently attest to their skills, dedication, and professionalism. 

During their time with us, [Candidate's Name] has [describe key 

responsibilities, achievements, or contributions]. One specific instance 

that stands out is when [provide a brief example or anecdote 

demonstrating candidate's strengths]. This not only showcased their 

[relevant skills] but also their ability to [other relevant qualities 

such as teamwork, leadership, creativity, etc.]. 

[Candidate's Name] possesses exceptional [specific skills or traits 

relevant to the opportunity], which I believe will benefit [Recipient's 

Company/Organization] immensely. Their [mention any certifications, 

educational background, or relevant experience] further solidifies their 

qualifications for this role. 

I am confident that [Candidate's Name] will bring the same level of 

dedication and enthusiasm to [Recipient's Company/Organization] as they 

did to our team. I strongly recommend them for [position, program, or 

opportunity] and believe they will make a significant impact. 

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

address] should you need any more information or specific examples 

regarding [Candidate's Name]. 

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Company/Organization] 


