Reference Letter for Employment: Internal Promotion

Date: [Insert Date]
To Whom It May Concern,

I am writing to strongly recommend [Employee Name] for the position of [Target Position] within our organization. As [Your Position], | have
had the pleasure of working closely with [Employee Name] for [Duration] in the [Current Department], and I am confident in endorsing their
candidacy for this internal promotion.

[Employee Name] has consistently demonstrated exceptional performance and professionalism in their current role as [Current Position]. Their
key contributions include:

e Leadership Skills: Successfully led [Project/Team Name], motivating colleagues and delivering results ahead of deadlines.

¢ Work Ethic: Maintained an outstanding record for dependability, attention to detail, and accountability.

¢ Problem-Solving: Effectively handled complex challenges, implemented innovative solutions, and streamlined workflows to enhance
productivity.

¢ Team Collaboration: Fostered a positive team environment, mentoring new employees and sharing knowledge generously.

[Employee Name]'s proactive approach, adaptability, and commitment to company values make them an ideal candidate for advancement. I am
confident that they will excel in the new role, embrace increased responsibility, and continue to contribute significantly to our organization's success.

Please feel free to contact me at [ Your Contact Information] should you require further insights regarding [Employee Name]'s qualifications and
achieverrents.

Sincerely,

[Your Name]

[Your Position]
[Department/Division]
[Company Name)]
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