
[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/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

program, position, or opportunity] at [Institution/Organization]. I have 

had the pleasure of knowing and working with [Candidate's Name] for 

[duration] in [capacity, e.g., as their professor, supervisor, etc.], and 

I am confident in their abilities and dedication. 

During this time, [Candidate's Name] has consistently demonstrated 

[specific skills, qualities, or accomplishments related to the 

opportunity]. One of the most impressive projects they undertook was 

[describe a relevant project or accomplishment], which showcased their 

[specific qualities such as analytical skills, creativity, teamwork, 

etc.]. 

In addition to their academic and professional achievements, [Candidate's 

Name] is also [mention any personal qualities or extracurricular 

involvement that enhances their profile]. They have shown exceptional 

[qualities such as leadership, commitment, etc.] both inside and outside 

the classroom/workplace. 

I believe that [Candidate's Name] will bring the same level of enthusiasm 

and diligence to [specific program, position, or opportunity] as they 

have consistently shown in our interactions. I am excited about the 

prospect of their participation and have no doubt they will make a 

significant impact. 

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

address] if you have any questions or need further information. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Institution/Organization] 


