
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

position or opportunity]. During the time I have known [him/her/them], 

[he/she/they] has consistently demonstrated exemplary [qualities/skills 

relevant to the position]. 

[Provide a specific example of the candidate's achievements or 

contributions.] 

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

is a person of great integrity and dedication. [He/She/They] will 

undoubtedly bring value to your [team/company/organization]. 

If you require any further information, please do not hesitate to contact 

me at [your phone number] or [your email address].  

Thank you for considering this recommendation.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title] 


