
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am pleased to write this letter of recommendation for [Candidate's 

Name], who has worked with me at [Your Company/Organization] for 

[duration]. During this time, I have had the pleasure of observing 

[his/her/their] professional development and abilities firsthand.  

[Candidate's Name] has consistently demonstrated [his/her/their] skills 

in [specific skills or areas of expertise], which have significantly 

contributed to our team's success. One notable project [he/she/they] 

worked on was [describe project], where [he/she/they] [explain 

contribution].  

In addition to [his/her/their] technical abilities, [Candidate's Name] 

also possesses excellent [mention soft skills, such as communication, 

teamwork, leadership]. [He/She/They] are always willing to go above and 

beyond to ensure that [team or project] meets or exceeds expectations.  

I have no doubt that [Candidate's Name] will excel in [his/her/their] 

future endeavors and bring the same level of dedication and expertise to 

any role [he/she/they] undertakes. I highly recommend [him/her/them] 

without reservation.  

If you have any questions regarding [Candidate's Name]'s qualifications 

or past contributions, please feel free to contact me at [your phone 

number] or [your email address].  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization] 


