
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

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

position or opportunity] at [Company/Organization Name]. Having known 

[him/her/them] for [length of time] and witnessed [his/her/their] 

dedication and passion, I can confidently affirm that [he/she/they] would 

be an excellent fit for your team. 

[Person's Name] possesses a unique blend of skills that make 

[him/her/them] particularly suited for this opportunity. [He/She/They] 

has demonstrated exceptional [specific skills or qualities related to the 

position], which I believe will contribute greatly to 

[Company/Organization Name].  

One of the standout qualities of [Person's Name] is [specific anecdote or 

example that highlights the quality]. This experience exemplifies 

[his/her/their] commitment to excellence and ability to thrive in 

challenging environments. 

Moreover, [he/she/they] has consistently shown [additional qualities or 

skills], making [him/her/them] not only a remarkable 

[professional/colleague] but also a valued member of any team. 

[His/Her/Their] positive attitude and willingness to help others are 

qualities that would enhance the workplace culture at 

[Company/Organization Name]. 

I am confident that [Person's Name] will exceed your expectations and 

make significant contributions to your organization. Please feel free to 

contact me at [your phone number] or [your email] should you require any 

further information or specific examples of [his/her/their] work. 

Thank you for considering this recommendation. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


