
Date: [Insert Date]

To: [Promotion Review Committee / Supervisor Name]
[Company/Organization Name]

Subject: Performance-Based Recommendation for Promotion â€“ [Candidate's Name]

Dear [Promotion Review Committee/Supervisor],

I am pleased to write this letter in enthusiastic support of [Candidate's Name] for consideration for promotion to the
position of [Target Position]. Over the course of [his/her/their] tenure at [Company/Organization Name], [Candidate's
Name] has consistently demonstrated outstanding performance, unwavering dedication, and a commitment to
excellence that sets [him/her/them] apart from [his/her/their] peers.

[Candidate's Name] has achieved remarkable results in [his/her/their] current role as [Current Position], most notably:

Exceeded Targets: Consistently surpassed performance goals, achieving [insert specific KPI or metric, e.g.,
â€œ120% of annual sales targets for two consecutive yearsâ€​].
Innovative Solutions: Developed and implemented strategies such as [briefly describe significant project or
initiative], resulting in [measurable positive outcome, e.g., â€œa 25% reduction in operational costsâ€​].
Leadership & Team Impact: Fostered a high-performing team culture by mentoring junior staff, leading to a
[e.g., â€œ15% increase in team productivity and improved employee engagement scoresâ€​].
Collaboration: Demonstrated exceptional cross-departmental collaboration, facilitating the successful
completion of [project name or initiative] ahead of schedule.

Beyond [his/her/their] quantifiable achievements, [Candidate's Name] exhibits exemplary leadership, integrity, and a
forward-thinking approach. [He/She/They] is respected and admired by colleagues for [his/her/their] ability to inspire
and motivate others, manage challenges with composure, and drive continuous improvement across the board.

I confidently recommend [Candidate's Name] for promotion. I am certain that [he/she/they] will continue to contribute
significantly to our organization's success in an expanded capacity, further elevating our standards of excellence.

Please let me know if further information is required. Thank you for considering this recommendation.

Sincerely,
[Your Name]
[Your Title/Position]
[Department]
[Contact Information]


