
Sample Recommendation Letter

[Your Name]
[Your Position/Title]
[Company/Organization Name]
[Address Line 1]
[Address Line 2]
[Email Address] | [Phone Number]
[Date]

To Whom It May Concern,

Introduction

I am pleased to write this letter of recommendation for [Candidate's Name], with whom I have
had the privilege of working as their [Your Relationship/Position, e.g., direct supervisor] at
[Company/Institution] for [duration].

Summary of Qualifications
Technical Expertise: Demonstrated exceptional proficiency in [Key Skill/Area],
notably contributing to [Specific Project/Result].
Leadership: Successfully led a team of [Number] members, showcasing outstanding
organizational and communication abilities.
Innovation: Introduced new processes that improved [Productivity/Efficiency/Quality]
by [Percentage or Result].
Work Ethic: Consistently delivered results ahead of deadlines, exemplifying reliability
and dedication.

Key Achievements and Qualities

One of the most notable examples of [Candidate's Name]'s abilities is their accomplishment in
[describe specific example or project]. Their attention to detail and problem-solving skills
were instrumental in achieving [describe result or outcome].

In addition to technical skills, [Candidate's Name] is admired for their capability to work
collaboratively and adapt to changing priorities seamlessly.

Closing Endorsement

I am confident that [Candidate's Name] will be a valuable asset to your organization. I highly
recommend them for [Position, Program, or Opportunity] without reservation.

Please feel free to contact me at [Your Email Address] or [Your Phone Number] should you
need any further information.

Sincerely,
[Your Name]
[Your Job Title]
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