
[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 Name]
[Recipient Address]
[City, State, ZIP Code]

Dear [Recipient Name],

I am pleased to write this letter of recommendation for [Applicant Name] in support of their
application for the position of [Position Title] at [Company/Organization Name]. I have had
the privilege of working with [Applicant Name] for [duration] in the capacity of [your relationship
to the applicant, e.g., supervisor, colleague] at [your organization], and I am confident in their
abilities, character, and work ethic.

During their time at [Company/Organization Name], [Applicant Name] consistently
demonstrated exceptional skills in [list relevant skills or areas of expertise]. [He/She/They]
demonstrated a strong aptitude for [mention key responsibilities or projects], which resulted in
[describe positive outcomes, achievements, or impacts]. [Applicant Name]'s attention to detail,
professionalism, and ability to collaborate effectively with team members were invaluable
assets to our organization.

One of the qualities that sets [Applicant Name] apart is [his/her/their] [mention key quality â€“
e.g., dedication, problem-solving abilities, leadership, interpersonal skills]. For example,
[provide a brief anecdote demonstrating this quality]. This commitment ensured that not only
were project goals achieved, but that they were often exceeded.

Beyond [his/her/their] technical abilities, [Applicant Name] is known for [mention another asset:
work ethic, integrity, adaptability, etc.], making [him/her/them] an excellent fit for any
organization seeking a reliable and motivated individual.

I am confident that [Applicant Name] will be an outstanding addition to your team. I strongly
recommend [him/her/them] for the position of [Position Title], and I am certain that [he/she/they]
will exceed your expectations.

Please feel free to contact me at [your phone number] or [your email address] if you require any
further information regarding [Applicant Name]'s qualifications and experience.

Sincerely,

[Your Name]
[Your Job Title]
[Your Company/Organization]


