
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[School/Organization Name]  

[School/Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I am writing to share my thoughts on [Student's Name] as part of their 

elementary project. I have had the pleasure of knowing [him/her/them] for 

[duration], and I would like to highlight [his/her/their] character 

traits that make [him/her/them] exceptional.  

One of the most remarkable qualities [Student's Name] possesses is [trait 

1]. For example, [provide a specific situation illustrating this trait].  

In addition, [he/she/they] demonstrate[s] [trait 2], which is evident 

when [share another example].  

Finally, [Student's Name] is also [trait 3]. This was shown when [give an 

instance related to this trait].  

I believe these qualities make [Student's Name] a wonderful individual 

and an asset to any group or project. I fully support [him/her/them] in 

[his/her/their] endeavors and am excited to see the amazing things 

[he/she/they] will accomplish.  

Thank you for considering this letter in the context of [his/her/their] 

project. If you have any questions or need further information, please 

feel free to contact me.  

Sincerely,  

[Your Name]  

[Your Title/Relationship to Student] 


