
[Your Name]  

[Your Title/Position]  

[Your Organization/Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization/Institution]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

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

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

the pleasure of knowing [him/her/them] for [duration] as [his/her/their] 

[relationship to candidate, e.g., teacher, employer, etc.], and I believe 

[he/she/they] would be an excellent fit for your program. 

During our time together, [Candidate's Name] has demonstrated exceptional 

[skills or attributes relevant to the opportunity, e.g., leadership, 

analytical abilities, creativity]. [Provide specific examples or 

anecdotes that illustrate these skills or attributes.] 

Additionally, [Candidate's Name] has shown a strong commitment to 

[relevant field or cause], exemplified by [specific projects, 

initiatives, or experiences]. This dedication, combined with 

[his/her/their] passion for [specific interests], makes [him/her/them] an 

outstanding candidate for [program/position]. 

I am confident that [Candidate's Name] will bring [positive attributes] 

to your organization and contribute substantially to [mention specific 

goals or values of the recipient's organization or program].  

If you have any questions or require further information, please feel 

free to contact me at [your phone number] or [your email address]. 

Thank you for considering this recommendation. I wholeheartedly endorse 

[Candidate's Name] for [program/position] and look forward to seeing 

[his/her/their] future achievements. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name] 


