
[Your Name]
[Your Position]
[Company/Organization Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Position/Title, if known]
[Recipient Company/Organization]
[Recipient Address]
[City, State, ZIP Code]

Dear [Recipient Name or "To Whom It May Concern"],

I am pleased to write this reference letter in support of [Candidate's Name]'s application for
[position/role/opportunity]. Having worked with [him/her/them] as [Candidate's Position] at
[Company/Organization Name] for [duration], I witnessed firsthand [his/her/their] outstanding
performance and significant contributions to our team.

During [his/her/their] tenure, [Candidate's Name] consistently demonstrated exceptional dedication,
initiative, and skill. In particular, [he/she/they] achieved the following noteworthy accomplishments:

[Achievement #1]: [Describe the achievement, including measurable results and its impact.
Example: â€œLed the successful launch of a new product line, resulting in a 20% increase in
quarterly sales.â€​]
[Achievement #2]: [Describe the achievement, including the skills demonstrated. Example:
â€œStreamlined internal processes, improving workflow efficiency and reducing turnaround
time by 30%.â€​]
[Achievement #3]: [Describe the achievement and collaboration/leadership. Example:
â€œMentored and trained five new team members, significantly enhancing team productivity
and morale.â€​]

Beyond these specific achievements, [Candidate's Name] set a high standard in [his/her/their] work
ethic, problem-solving abilities, and communication skills. [He/She/They] earned the respect and
admiration of colleagues and managers alike, consistently going above and beyond expectations.

I am confident that [Candidate's Name] will continue to excel and deliver impressive results in any
future role. I strongly recommend [him/her/them] for [position/role/opportunity], and I would be happy to
provide further information if needed.

Sincerely,

[Your Name]
[Your Position]
[Company/Organization Name]


