[Full name]
[Professional title]
[Company]

[Street address]
[City, State ZIP code]
[Phone number]
[Email address]

[Recipient’s full name]
[Professional title]
[Company]

[Street address]

[City, State ZIP code]
[Phone number]
[Email address]

Reference Letter

MMMM DD, YYYY

Dear [Recipient’s name],

I’'m writing to recommend [Candidate’s full name] for [Position,
opportunity, school program] at your organization, [Recipient’s
organization name].

[Candidate’s first name] has been a valued member of [Organization
name] for the past [Duration of employment] working as a [Candidate’s
position title]. During [his/her/their] time working with us, [he/she/they]
has proven to be an excellent team player and has showcased exceptional
skills such as [Specific skill] and [Specific skill]. Some of the projects
[Candidate’s first name] have been involved in have included [Name and
brief description of project or task], where [his/her/their] contributions
were essential to the organization’s success.

[Candidate’s first name] is an excellent communicator and is always able
to collaborate with colleagues and clients professionally and respectfully.

What sets [Candidate’s first name] apart is [his/her/their] exceptional
ability to [Specific skill or quality], constantly and consistently going
above and beyond to meet goals and objectives, as well as being
dedicated and committed to our organization’s mission.

I am confident that [Candidate’s first name] would be a great addition to
your organization and would bring a high level of dedication, creativity,
and skill to any project or team. | recommend [him/her/them] fully and
believe that [he/she/they] will exceed any performance expectations you
may have.

Thank you for considering this recommendation, and please feel free to
reach out if you require any additional information regarding
[Candidate’s full name] and [his/her/their] experiences and

accomplishments.

Sincerely,
[Signature]

[Full name]
[Professional title]
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I’m writing to recommend [Candidate’s full name] for [Position, opportunity, school program] at your organization, [Recipient’s organization name].

[Candidate’s first name] has been a valued member of [Organization name] for the past [Duration of employment] working as a [Candidate’s position title]. During [his/her/their] time working with us, [he/she/they] has proven to be an excellent team player and has showcased exceptional skills such as [Specific skill] and [Specific skill]. Some of the projects [Candidate’s first name] have been involved in have included [Name and brief description of project or task], where [his/her/their] contributions were essential to the organization’s success.

[Candidate’s first name] is an excellent communicator and is always able to collaborate with colleagues and clients professionally and respectfully. 

What sets [Candidate’s first name] apart is [his/her/their] exceptional ability to [Specific skill or quality], constantly and consistently going above and beyond to meet goals and objectives, as well as being dedicated and committed to our organization’s mission. 

I am confident that [Candidate’s first name] would be a great addition to your organization and would bring a high level of dedication, creativity, and skill to any project or team. I recommend [him/her/them] fully and believe that [he/she/they] will exceed any performance expectations you may have. 

Thank you for considering this recommendation, and please feel free to reach out if you require any additional information regarding [Candidate’s full name] and [his/her/their] experiences and accomplishments.

Sincerely, 


[Signature]


[Full name]
[Professional title]



