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You should write a letter of recommendation when someone you know well asks you to support their application for a job, academic program, or other opportunity. It’s important to only agree to write the letter if you genuinely believe in the person’s abilities and can provide specific examples of their qualifications and experience. Related: The Full
Guide to Reference Letters [Best Templates] Format Considerations Start with your contact information, followed by the date, the recipient’s information, and a formal greeting. The body of the letter should highlight the person’s skills and achievements. Feel free to use examples from their resume or job description for relevance. To wrap up, add
your signature, printed name, and title Step 1: Introduction and Greeting Begin your letter with a polite and professional greeting, addressing the recipient by name if possible. If you're unsure of the recipient’s name, consider using “To Whom It May Concern” or “Dear Hiring Manager.” Example: Dear Dr. Smith, Related: How to Start a Letter (and
Mistakes to Avoid) Step 2: Overview of Relationship and Qualifications In the first paragraph, briefly explain your relationship with the person you’re recommending. Include information such as how long you’ve known them, in what capacity, and any relevant qualifications that make you an appropriate reference. Example: I have had the pleasure of
working with Jane Smith for the past four years at (...) Company, where she served as a project manager under my supervision. During this time, I have been consistently impressed with her dedication, expertise, and ability to lead. Step 3: Highlighting Skills and Accomplishments Outline the person’s most relevant skills and accomplishments,
demonstrating how they have excelled in their role or contributed to the success of your team. Be specific and provide examples, focusing on their most notable achievements within the context of the position they’re applying for. Example: Jane’s exceptional skills in data analysis and project management enabled her to deliver high-quality results on a
tight deadline, ensuring the success of our team’s initiatives. Throughout her employment, she not only met but also exceeded the expectations for her role, successfully managing a complex workload and fostering a collaborative work environment. Step 4: Personal Anecdote and Testimonial Try to share a personal anecdote or testimonial that
demonstrates the person’s character and emphasizes their professionalism. This personal touch can provide a more in-depth understanding of the applicant’s personality and work ethic. Example: I recall a particularly challenging project where we faced numerous setbacks. Despite the adversity, Jane remained steadfast and took on additional
responsibilities to keep the team on track. Her persistence and positive attitude not only contributed to the project’s success but also inspired her colleagues to stay motivated. Step 5: Closing Statement Conclude your letter with a strong statement that clearly expresses your confidence in the person, your willingness to serve as a reference, and the
fact that you believe they’'re the right fit for the position or opportunity. Offer your contact information as well, in case the recipient has any further questions or needs clarification. 6 Examples for Job Seekers: How to Make a Follow-Up Call Example: In summary, I highly recommend Jane Smith for the position of Senior Project Manager. She is a
valuable asset and her unparalleled skills in data analysis, project management, and teamwork make her an ideal candidate. Please feel free to reach out to me if you require any additional information or clarification. I am confident that Jane will excel in whatever role she takes on next. Sincerely, Your Name Professional Letter of Recommendation
Template 1 Dear [Recipient’s Name], It’s with great pleasure that [ recommend [Candidate’s Name] for [Position/Opportunity] at [Company/Academic Institution]. I have known [Candidate’s Name] for [Number of Years] while we worked together at [Your Company/Previous Company], and I have always been impressed by [his/her/their] outstanding
work ethics, dedication, and ability to contribute effectively to our team. [Candidate’s Name] is skilled in [Relevant Skill 1], [Relevant Skill 2], and [Relevant Skill 3]. One example that stands out is when [Candidate’s Name] [Describe a specific achievement or project highlighting their abilities]. This accomplishment not only showcased [his/her/their]
technical expertise but also [his/her/their] exceptional problem-solving skills. I am confident that [Candidate’s Name] would make an excellent addition to any team. [His/Her/Their] dedication and commitment to excellence will undoubtedly contribute to the success of [Recipient’s Company/Academic Institution]. I highly recommend [Candidate’s
Name] for the [Position/Opportunity]. Please feel free to contact me if you need additional information or have any questions about [Candidate’s Name]. Sincerely, [Your Name] [Your Contact Information] Professional Letter of Recommendation Template 2 Dear [Recipient’s Name], I am excited to recommend [Candidate’s Name] for the
[Position/Opportunity] at [Company/Academic Institution]. As a [Your Relationship to Candidate], I have had the opportunity to observe [Candidate’s Name] firsthand and can attest to [his/her/their] outstanding performance, work ethic, and potential to excel in this role. During our time together, [Candidate’s Name] displayed exceptional skills in
[Relevant Skills 1], [Relevant Skills 2], and [Relevant Skills 3]. One notable example is when [Candidate’s Name] [Describe a situation demonstrating their skills]. This instance illustrates [his/her/their] ability to take initiative and deliver outstanding results in a challenging environment. I am confident that [Candidate’s Name] will be an excellent fit
for the [Position/Opportunity] at [Company/Academic Institution]. [He/She/They] are dedicated, talented, and ready to contribute in meaningful ways. I wholeheartedly recommend [Candidate’s Name] and encourage you to consider [him/her/them] for this opportunity. Please don’t hesitate to reach out if you have any questions or need further
clarification about [Candidate’s Name] and [his/her/their] qualifications. Best regards, [Your Name] [Your Contact Information] Professional Letter of Recommendation Template 3 Dear [Recipient’s Name], I am writing to recommend [Candidate’s Name] for the [Position or Program] at [Company or Institution]. As [Your Relationship with the
Candidate], I have had the pleasure of closely working with [Candidate’s Name] and can confidently vouch for their abilities and determination. [Insert 1-2 paragraphs highlighting specific examples and achievements of the candidate. Focus on their skills, experience, and personality traits that make them a great fit for the opportunity.] In these
instances, [Candidate’s Name]’s skills and experiences have only continued to impress me, and I am certain that they would be an incredible addition to the [Company or Institution]. I wholeheartedly recommend [Candidate’s Name] and would be happy to provide further information if needed. Sincerely, [Your Name] [Your Contact Information] 6
Examples: How To Address a Cover Letter Without a Name Letter of Recommendation Template 4 To Whom It May Concern, I enthusiastically recommend [Candidate’s Name] as an ideal candidate for the [Position or Program] you are offering at [Company or Institution]. I have worked with [Candidate’s Name] for [Length of Time] in the capacity of
[Your Relationship with the Candidate], and I can attest to their exceptional capabilities. [Insert 1-2 paragraphs discussing the candidate’s strengths and accomplishments that set them apart from others. Highlight their dedication, creativity, and capacity to excel in the desired role or program.] Based on my experience working with [Candidate’s
Name], I am confident that they possess the skills, determination, and commitment to excel in the [Position or Program] at [Company or Institution]. I highly recommend [Candidate’s Name] for this opportunity and feel free to reach out if you require any further information. [Your Name] [Your Contact Information] Letter of Recommendation
Template 5 Dear [Recipient’s Name], I am writing to wholeheartedly recommend [Candidate’s Name] for [Role/Position] at your [Company/Organization]. During the [Number of Years] I have worked with [Candidate’s Name] at [Previous Company], I have witnessed their strong work ethic, dedication, and determination. [Example of candidate’s
achievements or specific skills] [Example of candidate’s problem-solving, leadership, or teamwork] I strongly believe that [Candidate’s Name] would be a great fit for [Role/Position] at your [Company/Organization]. If you require additional information, please feel free to contact me. Sincerely, [Your Name] [Your Contact Information] Letter of
Recommendation Template 6 Dear [Recipient’s Namel], It is with great pleasure that I recommend [Candidate’s Name] for the position of [Role/Position] at your esteemed [Company/Organization]. I have had the privilege of working closely with [Candidate’s Name] for [Number of Years], and I can confidently say that they possess the skills and
competencies required for this role. [Example highlighting candidate’s performance or adaptability] [Example illustrating candidate’s communication or interpersonal skills] I am confident that [Candidate’s Name] will make a valuable contribution to your [Company/Organization] and excel in the [Role/Position]. Please feel free to reach out if you have
any questions. Best regards, [Your Name] [Your Contact Information] Letter of Recommendation Template 7 Dear [Recipient’s Name], I'm writing to recommend [Person’s Name] for [Job/Position/Program]. As [Your Relationship to Person], I've had the opportunity to observe their [Skill/Strength/Quality] first-hand. [Person’s Name] consistently
demonstrates [Specific Examples that Highlight Skill/Strength/Quality]. [Provide a short story or situation that demonstrates the person’s abilities] [Person’s Name] would be a valuable addition to your [Company/Team/Organization] not only because of their [Key Strength], but also their unique approach to [Relevant Topic/Process/Task]. They’ve
shown time and time again [How They Provide Value/Make a Difference]. I wholeheartedly recommend [Person’s Name] for [Job/Position/Program]. If you have any questions or would like to discuss further, please feel free to reach out. Sincerely, [Your Name] [Your Contact Information] 50+ Best Examples: "What Are Your Strengths and
Weaknesses?' Letter of Recommendation Template 8 Dear [Recipient’s Name], I'm delighted to recommend [Person’s Name] for [Job/Position/Program]. I've had the pleasure of working with them as [Your Relationship to Person] and can attest to their [Skill/Strength/Quality]. They have made a significant impact on our [Company/Team/Organization].
Notably, [Person’s Name] has demonstrated [Specific Examples of Accomplishments]. Their dedication to [Relevant Task/Role/Responsibility] undoubtedly contributed to [Positive Outcome/Result/Impact]. Their exceptional skills in [Mention Skill Set or Trait] make them an excellent fit for [Job/Position/Program]. I am confident they will exceed your
expectations and thrive in this role. Please don’t hesitate to reach out if you require any further information. Best regards, [Your Name] [Your Contact Information] Frequently Asked Questions What are key components in a recommendation letter? Key components include addressing the recipient, introducing the candidate and your relationship with
them, providing specific examples of the candidate’s skills and achievements, expressing confidence in the candidate’s abilities, and offering contact information for any further inquiries. How to structure a letter of recommendation? Start with a formal salutation, followed by an introductory paragraph expressing the purpose of the letter and your
relationship to the candidate. Include 1-2 paragraphs discussing the candidate’s relevant skills, experiences, and achievements. Conclude with a strong statement of recommendation and your contact information. What are some tips for effective writing? Focus on the candidate’s strengths and accomplishments Provide specific examples of the
candidate’s work Maintain a professional yet personable tone How to personalize a recommendation letter? To personalize a recommendation letter, share unique examples of the candidate’s work or skills, highlight their individual qualities, and provide insights into their character. You can use specific instances and anecdotes to showcase how they
excelled in different situations. How to choose a suitable template? Choose a template that aligns with the purpose of the recommendation, fits the writing style you are comfortable with, and highlights the candidate’s strengths effectively. What are common mistakes to avoid? Avoid using vague language, exaggerating the candidate’s abilities, being
overly informal, not providing specific examples, or submitting a generic letter without any personalization. (Make sure to proofread the letter for grammatical and spelling errors.) Related: The Full Guide to Reference Letters [Best Templates] What does a good recommendation letter look like? Below you'll find a sample letter written by a direct
manager for an employee who works in software sales. If you're responsible for managing or leading a team, chances are you'll be called upon to write similar letters. Read on to see how this manager endorses one member of his sales team, and then check out the breakdown of what this letter does well. Sample Letter #1: Written by a Manager for a
Full-Time Employee Ms. Greta JohanssenSales ManagerStreambase Corp.66 Western BoulevardSanta Fe, New Mexico 87500 Dear Ms. Johanssen, It's my pleasure to provide this letter of recommendation for James as he seeks employment in software sales with Streambase. As James's sole direct manager at Waretech, I've worked closely with him
over the past three years, sharing the same open office space the majority of the time. James showed excellent communication skills and consistently exceeded company quotas. On a personal level, he's charismatic and well-spoken, both qualities that have served him well in his role as software sales professional. Due to his wife's cross-country
transfer, James is seeking employment out west. All of us at Waretech will be sad to see such a valuable employee go, but our loss is truly your gain. Allow me to point out three examples of James's strengths. First, James brought great value to Waretech by consistently exceeding quotas and selling in the top 15% of his peers. James has an
understanding of market trends and instincts for identifying and pursuing qualified leads. Not only does he provide stellar service to existing clients, but he's established a number of new business-to-business and business-to-customer accounts during his time at Waretech. Last fall, for instance, he added Voxacorp to our client list, a huge acquisition,
and has been working closely with its IT department ever since. James has the combination of business acumen and communication skills that makes him an outstanding salesperson. Second, James has a very strong grasp of technology. He knows our software inside and out and helps relay technical information to customers in an accessible way. He
explains our products clearly to customers and makes the most of technological avenues to gain new leads and customize his sales pitch to clients. During an early review, I observed him discuss in detail with a prospective client the specific ways that our software could boost the sales of her online bakery. By monitoring clients' presence across our
website and blog, he provides each one with personalized service to meet his/her needs. James makes the most of technology to find new prospects, provide modern solutions, and drive results. Finally, James has proven himself to be a strong cultural fit here at Waretech. He's always ready to lend a helping hand to his teammates and contributes
during brainstorming sessions and meetings between the sales and marketing teams. Last month, James co-led an enlightening meeting on content marketing and account management. Outside of official events, James also takes turns leading weekly spin classes at our in-house gym. James is an active member of the Waretech team and supports his
colleagues professionally and personally (not to mention athletically!). In closing, I'd like to restate my strong support for James's application to the role of software sales professional with Streambase. I'm confident that he will surpass your expectations in this new role. James is driven, self-confident, proactively helpful, and smart, and I know he will
continue to find success in sales. Please feel free to contact me at (866) 811-5546 or [email protected] with any other questions. Thank you for your time. Sincerely, Samuel SaasmanSales ManagerWaretech, Inc.[email protected](866) 811-5546 Based on this letter, should James pack his bags and get ready to move out west? Recommendation Letter
1: The Breakdown This first recommendation letter sample represents a common type of letter, one written by a direct manager for an employee who's applying to a new company. Right off the bat, the writer gives a strong statement of support for James by saying that it's his great pleasure to provide the recommendation. If he started by simply
saying, "I am writing this letter of recommendation for James," it wouldn't have quite the same impact. Samuel Saasman incorporates the first key feature of strong letters by stating who he is and how he got to know James. He also indicates the reason that James is applying elsewhere. Including this information can be useful for the hiring manager,
especially if it's followed by a statement of support like, "Our loss is truly your gain." Samuel structures his letter by presenting three of James's major strengths: his sales record, his use of technology, and his relationships with his co-workers. This structure can be an effective one for recommendation letters; some writers might choose to use bullet
points to clarify their thinking. Samuel writes about James's qualifications while incorporating specific examples in each paragraph to illustrate his work performance. Since James is applying to a similar position in software sales, all of the strengths described relate directly to the requirements of his target job. Samuel recommends James with highly
positive language. He repeats his strong support of James several times and his confidence in his future success. He seems to have chosen with words carefully, using strong descriptors like "charismatic," "driven," and "proactively helpful." As is the custom for recommendation letters, he concludes by inviting the hiring manager to contact him with
any further questions. Overall, Samuel writes a glowing letter for James's application to a new job in software sales. His high opinion is evident, and his examples prove that James has the qualifications to excel in his next position. What's Next? Ready for the next recommendation letter sample? Click hear to read a sample letter written by a principal
for a teacher applying to a new school. Want to learn more? If you want to read about what goes into a strong letter of recommendation or find additional samples, you can head to the full guide here. Have any questions about this article or other topics? Ask below and we'll reply! This final recommendation letter example represents a character
reference. A character reference might come from a friend, neighbor, or even relative. It tends to be more personal than professional and speaks to the subject's personality and character. In this guide, we'll explain what character references letters are and when they are needed, as well as how to write one and what to include in your letter. We also
include a sample character reference letter so you can see what a complete one looks like, and we end with tips to help you write your own letter of recommendation for a friend. When Are Character Reference Letters Needed? There are two main situations when character reference letters are most needed. The first is for legal reasons, such as a
background check or for a court case. In this case, your character reference is used to provide evidence that the person you're writing the letter about is overall a good person and should be found innocent/given a reduced sentence/be paroled, etc. You may also be asked to write a character reference for a friend who is applying for a job but doesn't
have much work experience or who has been out of the workforce for an extended period of time but still needs references in order to apply to a job. Some clubs, programs, or schools may also require character reference letters, or they may be needed to sign a lease, but these reasons are less common. How Do You Write a Character Reference
Letter? What Should It Include? Writing a character reference letter for a friend can seem intimidating, but it's actually quite straightforward. All you need to focus on is telling the truth about what you like about your friend and why you think they're a good person. This is the template your letter should follow: Introduction: You should always include
the date at the top of your letter so people reading it can see how recently it was written. Also, be sure to use the proper honorific, such as "Ms." "Mrs." "Mr. or "Dr." Judges should be referred to as "Your Honor or "The Honorable Judge." How you know your friend: In the first paragraph, give a little background on yourself, how long you've known the
person you're writing about, and what your relationship to them is. For example, "I've been Emily's next door neighbor for ten years, and we grew up spending every afternoon playing in my backyard." Your friend's character: In the next paragraph(s), discuss what your friend's character is like and what makes them so great. You can mention ways
they have helped you, goals they have achieved, volunteering they've done, donations they've made, causes they're committed to, and/or ways they've helped others. Like in the "how you know your friend" paragraph, be specific and use examples in order to make your letter as effective as possible. Writing "Emily has shown her generosity by
volunteering at our local senior center every weekend for the past year" is much more effective than just saying "Emily is a generous person." If possible, tailor your examples to the reason you're writing the letter (such as examples of how a person is a great parent for a custody case). Remorse/improvement you've seen (optional): This isn't needed
for all character references, but if you're writing a letter because your friend made a bad decision (such as drinking while driving), you can also include examples you've seen of remorse or steps they've taken to make better choices in the future, such as abstaining from drinking and attending AA meetings. This shows that they take their mistake
seriously and are committed to being a better person. Conclusion: End your letter by thanking the person reading it for their time and offering to answer any additional questions they may have. Include your full name and contact information at the bottom of the letter. Sample Letter #9: Written by a Friend as a Character Reference Lara Turner60
Main St.Midtown, NH 03031 April 15th, 2019 To the Honorable Judge Eva Miller, I'm writing on behalf of Rose Davidson in regards to her gaining custody of her two children. I know Rose to be an exceptional parent, and I fully support her having full custody of her daughters. Rose and I have been neighbors for eight years, and our children play
together at least once a week. I see her nearly every day, either in the neighborhood or while dropping off or picking up our children from school, and I can attest to her strength of character and devotion to her daughters. I first met Rose when she and her daughters moved into the house next door to mine. We quickly found our paths crossing not
just as neighbors, but also as fellow parents involved in the PTA. We and our families have become close friends, and over the years, we've frequently spent time together and set up play dates for our children. Rose and I also regularly babysit for each other, and I always feel confident that my children are safe and well taken care of when she is
watching them. I have always been impressed by how dedicated Rose is to being an outstanding mother. She shifts her work schedule and completes her work late at night after her daughters have gone to bed so that she can pick them up from school and be present in the evenings with them. She encourages her daughters to pursue classes and
activities they enjoy and is always willing to help with homework and drive them to their weekly soccer practice and art classes. She even goes above and beyond by regularly providing snacks to teammates and classmates during these events. She always listens to her daughters and makes them feel cared for, and I know from my own children that
Rose's daughters feel secure and well-loved by her. Rose's daughters are thriving academically and passionate about many extracurricular activities, and I know that with Rose as their mother, they'll grow up to be upstanding members of society. I feel incredibly lucky to know Rose as both a friend and as an inspiration for what a great mother looks
like. I hope that my letter will help Rose gain full custody of her daughters so they can continue to lead full and happy lives. Please feel free to contact me for any further information. Thank you for your consideration. Sincerely, Lara Turner[email protected]508-726-6245 Recommendation Letter #9: The Breakdown This recommendation letter sample
represents a specific type, that of a character reference. A character reference may come from a friend, neighbor, relative, or other person close to the recommendee. While some jobs ask for character references, other circumstances when they might be called for court, as in the above example, buying a house or condo, or for acceptance into a
group or committee. Reference letters for a friend tend to be much more personal than a typical professional letter. If you're asked to provide a character reference, you can describe the person's personal qualities and character. Just as with any other letter, you should strive to give specific examples to back up your characterization of the subject of
your letter. In the above sample character reference letter, Lara Turner attests to the strong character of her friend and neighbor, Rose, to help Rose with her custody arrangement of her daughters. Lara talks about her close relationship with Rose and describes some of Rose's personal strengths. Since a custody case is specifically concerned with
creating the best arrangement for the children, Lara focuses especially on Rose's dedication to her daughters and the effort and care she puts into being an exceptional mother. She states her support and gives specific examples to back up her words. Overall, her letter stands as a strong statement of support for Rose and fulfills its purpose as a
character reference for Rose's custody hearing. Tips for Writing a Character Reference Letter Keep the following tips in mind to write the strongest character reference and letter of recommendation for a friend possible. Know who you're writing to so you can address the letter properly. Know why you're writing the letter so you can better customize
your writing. Keep the letter short (generally a page or less). Use specific examples to show your friend's character. Keep things positive. Focus on the positive aspects of your friend's character, and don't disparage them or anyone else in your letter. Maintain a professional tone (no slang or overly familiar language). Proofread your letter before
sending it to make sure it is clear and free of errors. What's Next? Are you looking for a more professionally-oriented letter of recommendation example? Check out this job reference sample written by a manager for a full-time employee. Want to learn more? Head over to our full guide on recommendation letters for eight more samples, along with
suggestions for how to write your reference. To Whom It May Concern,It is a pleasure to recommend [Employee’s Full Name], who worked under my supervision at [Company Name] as a [Job Title] from [Start Date] to [End Date]. During this time, [he/she/they] consistently displayed integrity, dependability, and exceptional work ethic.[His/Her/Their]
contributions directly enhanced our team’s productivity and morale. I am confident [he/she/they] will bring the same excellence to your organization. Sincerely,[Your Full Name][Your Position][Contact Information]2. Recommendation for Internal PromotionDear [Hiring Manager’s Name],I am proud to recommend [Employee’s Name] for promotion to
[New Position] within our organization. As a [Current Role], [he/she/they] demonstrated leadership in managing cross-departmental projects, met tight deadlines, and improved client retention by 30%. I am confident that [his/her/their] qualifications and loyalty make [him/her/them] the ideal candidate for advancement.Best regards,[Your Name]
[Department Head / Manager]3. Recommendation for External Job ApplicationDear [Hiring Manager’s Name],I highly recommend [Employee’s Name] for the [Job Title] position at your company. At [Company Name], [he/she/they] consistently delivered results that exceeded expectations, including leading a key initiative that boosted revenue by 25%.
[His/Her/Their] professionalism and problem-solving skills make [him/her/them] a standout in any workplace.Sincerely,[Your Name][Supervisor Title][ Company Name]4. Character Reference for Former EmployeeTo Whom It May Concern,I had the pleasure of working closely with [Employee’s Name] for [Duration], and can confidently vouch for
[his/her/their] character. [He/She/They] are honest, hardworking, and deeply respectful of others. Beyond technical skills, [he/she/they] consistently showed compassion and maturity in challenging situations.Warmly,[Your Full Name][Former Colleague / Manager][Email / Phone]5. Letter for Remote Work OpportunityDear [Recipient’s Name],I
recommend [Employee’s Name] without hesitation for any remote position. [He/She/They] have demonstrated strong time management and communication skills while successfully leading remote projects at [Company Name]. [He/She/They] are self-driven, tech-savvy, and thrive in autonomous work environments.Sincerely,[Your Name][Job Title]6.
Transfer Recommendation to Another BranchDear [Manager’s Name],I endorse the transfer of [Employee’s Name] to the [Location/Branch] office. [He/She/They] have been a consistent top performer and have demonstrated strong adaptability and leadership in multiple roles. I am confident [his/her/their] presence will strengthen your team.Best
regards,[Your Name][Department Manager]7. Letter for Internship Supervisor RoleTo Whom It May Concern,It is my pleasure to recommend [Employee’s Name] for an internship supervisory role. [He/She/They] mentored our interns with patience, clarity, and genuine interest in their development. Their guidance helped many new hires transition
smoothly and confidently.Sincerely,[Your Name][Position]8. Recommendation for Continuing EducationDear [Admissions Committee],I enthusiastically support [Employee’s Name] in [his/her/their] application to your graduate program. [He/She/They] have a natural curiosity and an unrelenting drive for self-improvement. I'm confident [he/she/they]
will approach academic work with the same vigor [he/she/they] applied to our most complex projects.Respectfully,[Your Name][Supervisor Title]9. Recommendation for Government PositionTo Whom It May Concern,I am pleased to recommend [Employee’s Name] for a role in public service. [He/She/They] demonstrate integrity, attention to detail, and
a commitment to transparency—key values we uphold at [Company Name]. [His/Her/Their] understanding of compliance protocols and discretion make [him/her/them] well-suited for government work.Sincerely,[Your Name]10. Recommendation for Leadership/Managerial RoleDear [Hiring Manager],[Employee’s Name] is a natural leader.
[He/She/They] managed a team of 10 and successfully launched two high-profile projects that exceeded performance targets. I strongly recommend [him/her/them] for any managerial position requiring initiative, vision, and the ability to motivate a team.Best,[Your Name][Position]11. Recommendation for IT/Tech RoleTo Whom It May Concern,
[Employee’s Name] was a cornerstone of our IT department. [He/She/They] designed and implemented security protocols that protected sensitive data and improved uptime. [He/She/They] stay current with emerging technologies and are always eager to solve complex problems.Sincerely,[Your Name]IT Manager12. Customer Service Role
RecommendationDear [Hiring Manager],It is my pleasure to recommend [Employee’s Name] for any role involving direct customer interaction. [He/She/They] consistently resolved customer complaints with empathy and efficiency. Their ability to maintain calm under pressure earned [him/her/them] our “Employee of the Quarter” award twice.Kind
regards,[Your Name]Customer Service Lead13. Healthcare Field RecommendationDear [Recipient’s Name],As the supervisor of [Employee’s Name] at [Medical Facility], I can confirm [his/her/their] exemplary service in patient care. [He/She/They] exhibit professionalism, compassion, and technical skill that make [him/her/them] an ideal fit for any
healthcare setting.Respectfully,[Your Name][Medical Title]14. From Part-Time to Full-Time RoleDear [Manager’s Name],[Employee’s Name] began part-time but consistently took on full-time responsibilities with excellence. [He/She/They] showed initiative, leadership, and a deep understanding of our operations. I strongly recommend transitioning
[him/her/them] to a full-time position.Best,[Your Name]Team Leaderl5. Recommendation for EntrepreneurshipTo Whom It May Concern,It brings me great joy to recommend [Employee’s Name] as [he/she/they] begin a new entrepreneurial venture. [His/Her/Their] innovation, work ethic, and passion for their craft were evident in every project. I have
no doubt [he/she/they] will lead a successful and reputable business.Warmest regards,[Your Name][Former Supervisor] According to the Connecticut State Department of Education, there were up to 29 applicants per teaching position in Connecticut last year! Teaching's a competitive field, so a stand-out letter of recommendation can go a long way.
In the sample letter below, a principal recommends an art teacher applying to another school due to budget cuts. Check out what the principal has to say about this teacher, and then read on for an analysis of what this letter does well. Sample Letter #2: Written by a Principal for a Teacher Mr. Henry NicholsSchool PrincipalCityville Middle Schooll
School RoadCityville, NJ 08008 Dear Principal Nichols, It's my honor and pleasure to provide this letter of recommendation for Julia as she pursues an art teaching position with Cityville Middle School. As the principal of Townston Middle School, I've enjoyed having Julia on the teaching team for grades 6 through 8. We'll all miss her and her
contributions to our school community. Unfortunately, budgetary restrictions have forced us to reduce the art teaching faculty, and as the most recent hire, Julia will no longer have a position with us next year. This decision in no way reflects on her skills, and I wholeheartedly endorse her candidacy as she seeks a position elsewhere. It's my wish that
she finds a school with the resources to support her talent for teaching art. Julia started her teaching career with us fresh out of graduate school two years ago. She brought with her a solid training in pedagogical methods and art history, along with great energy and enthusiasm. She introduced several new projects that are now a part of the
curriculum, including a self-portrait assignment that asks students to reflect on their identities, a stop-motion animation project using clay and iPads, and a papier-mache "sled challenge" that resulted in fun races down the hill beside the school. Julia also contributed to the "3D Printer Build-a-Thon," a weekend-long event during which students,
educators, and community members came together to assemble over 20 3D printers. Julia brings exciting new ideas to life; I'm confident that she will continue her momentum with her next school. Julia also impressed me with her commitment to lifelong learning. She successfully collaborated with her mentor, took advantage of several professional
development opportunities offered in the district, and took classes on digital technology and special education over the last two summers. She also went out of her way to elicit feedback from her students, inviting them to share their experiences at the end of each semester. It's this commitment to growth and her students' well-being that makes Julia
an outstanding educator who empowers her pupils. Julia is charismatic and creative, and she thinks outside the box. She has shown excellent classroom management skills and developed a rapport with students, colleagues, and parents that is characterized by mutual respect. At the end of last year, I had a parent come to me specifically to praise
Julia's teaching and the impact she's had on her son. Beyond her strengths as an art teacher, Julia's also a talented artist and has some of her oil and acrylic paintings displayed in a nearby gallery. Julia has my highest recommendation for the position of art instructor, and I look forward to learning more about the accomplishments that lie in her
professional future. If the circumstances were different, I would strive to retain Julia on our art department teaching team. Please don't hesitate to contact me for any further information. Thank you for your time. Sincerely, Elsa SkoolsSchool PrincipalTownston Middle School[email protected](866) 811-5546 Will this letter convince Principal Nichols to
make room for Julia and her paintbrushes? Recommendation Letter #2: The Breakdown Like the first sample, this recommendation letter represents a common relationship between letter writer and candidate. It starts out with a strong statement of support with, "It's my honor and pleasure to provide this letter." This statement is then quickly
followed by an explanation of who the letter writer is, thereby showing why she's qualified to recommend Julia. Principal Skools explains why Julia's applying elsewhere and makes sure to state that she would retain her on the teaching team if the budget allowed. She goes on to describe Julia's contributions with specific examples of projects she
introduced and community events to which she contributed. The writer uses highly positive language to describe Julia, calling her creative, energetic, and committed to continuous improvement. She also touches on her personal talents as an artist. The letter's structured to describe three main points: Julia's accomplishments at the school, her
commitment to learning and improvement, and her relationships with teachers, parents, and colleagues. In her glowing endorsement, Principal Skools gives specific examples of the achievements Julia's made and will continue to make in her next art teaching position. What's Next? What experience do you need to become a teacher in the first place?
Find out what degree you do (or don't) need to teach in this article. On to the next! Click here to read our third recommendation letter sample written by a restaurant manager for a part-time employee. Are you looking for a different type of sample letter? Head back to our original recommendation letter guide to find more samples and learn about the
key features of outstanding reference letters. Have any questions about this article or other topics? Ask below and we'll reply! Not all of the candidates asking for a recommendation letter are full-time or long-term employees. Even if you're writing for a part-time or temporary worker, you can still give great insight into his work performance and
strengths. In the sample letter below, a restaurant manager recommends a server who worked during summers off from college. The candidate's looking to move into his first full-time job after graduation. Read on to learn what this restaurant manager has to say. Sample Letter #3: Written by a Manager for a Part-Time Employee Ms. Talia
RichardsonRestaurant ManagerTapea Restaurant Group56 Main St.Centreville, VA 20122 Dear Ms. Richardson, It's my pleasure to provide this letter of recommendation for Charlie, who worked as a server at Solera Restaurant for the past two summers. As Charlie's direct manager who worked closely with him throughout his time here, I was
impressed with his work ethic, friendly personality, and ability to work well under pressure. As he graduates from Johnson & Wales with a degree in Hospitality Management, I'm confident that he has the skills to do well as an Assistant Restaurant Manager with Tapea Restaurant Group. As a server at Solera, Charlie demonstrated superlative
customer service. Our clientele is a mix of long-term patrons and visiting tourists, and Charlie was personable and professional toward all. Even when things got hectic during peak business hours, Charlie kept up his energy level and attention to detail. I recall one instance when the kitchen was backed up and a table complained about how long they
had to wait for their food. Charlie listened to their concerns and offered them free desserts to ensure that they left feeling positive about their dining experience. Charlie is thorough, friendly, and helpful, all qualities that made him an excellent addition to our staff. To learn more about hospitality management, Charlie set up meetings with me
throughout the summer to discuss my responsibilities as Restaurant Manager. We talked about staff training and supervision, budget management, licensing, safety guidelines, administrative records, and business promotion, among other key parts of the job. Charlie brought a lot of knowledge to the table and quickly picked up new tricks of the trade.
Between his classes at Johnson & Wales and practical experiences, he has a clear sense of the responsibilities of managing a restaurant. Last summer, Charlie went above and beyond the call of duty to help us host large functions. In particular, he assisted in planning a graduation party for over 60 people and a bat mitzvah for 75. Charlie gave his
input on menus and assistance in ordering supplies and overseeing stock levels before the events. Charlie also worked as a server, handling a large volume of requests during a precisely timed event. He proved himself to be a key asset in planning the functions and making sure everything ran smoothly. If we had any assistant managerial positions
available at Solera, Charlie would be the first person I would call. Charlie has my highest recommendation for the position of Assistant Restaurant Manager. He consistently impressed me and the rest of the staff with his work ethic, customer service, and burgeoning managerial skills. Please don't hesitate to contact me for any further information.
Thank you for your time. Sincerely, Janet ChildRestaurant ManagerSolera Restaurant[email protected](866) 811-5546 Will this recommendation letter help Charlie line up a job for after graduation? Recommendation Letter #3: The Breakdown This letter represents one written by a manager for a part-time employee. In this case, the part-time
employee is about to graduate from college and is applying for his first position in his chosen field. The recommendation letter plays an important role, therefore, in showing that he's ready to take on this new job. As a restaurant manager herself, Janet Child is a great source for Charlie's recommendation letter. She starts by describing his customer
service skills as a server at Solera. Then she focuses on the ways in which he's qualified to become an Assistant Restaurant Manager. Janet describes how Charlie furthered his education by meeting with her to learn about the responsibilities in restaurant management. She also discusses his behind-the-scenes help in planning and hosting large
functions, a responsibility that he would have to take on as Assistant Manager with Tapea. Janet uses highly positive language, as well as specific examples, to demonstrate Charlie's skills in the field of hospitality management. She makes her recommendation letter especially strong by stating that she would hire him herself if Solera had any positions
available. Her letter will certainly be a boon to Charlie's application as his reviewers determine whether or not he's ready to step into the position of Assistant Restaurant Manager. What's Next? Are you ready for another sample recommendation letter? Click here to read a manager's reference letter for a freelance web designer! Are you looking for
our full guide on recommendation letters? Check out our reference letter guide to learn about what goes into a good letter and find eight more samples. Have any questions about this article or other topics? Ask below and we'll reply! Writing a compelling recommendation letter can significantly impact someone’s future. Whether it’s for a job, college
admission, or scholarship, a strong letter highlights an individual’s unique qualities and achievements. The following collection of 22 sample recommendation letters provides templates and inspiration for various situations. Each example demonstrates how to effectively showcase a candidate’s strengths and make a positive impression on the reader.
Consider the specific context and adjust the template accordingly for a personalized and impactful recommendation. The key to a successful recommendation letter lies in providing concrete examples that illustrate the candidate’s skills and abilities. Instead of simply stating that someone is “hardworking,” describe a specific project where they
demonstrated exceptional work ethic. Focus on quantifiable results whenever possible. For instance, “Increased sales by 15% in the first quarter.” By tailoring each letter to the recipient’s requirements and providing specific, verifiable details, you can significantly increase the candidate’s chances of success. Sample Recommendation
Letters:Conclusion Sample 1: General Recommendation for Employment [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], It is with great pleasure that I recommend [Applicant Name] for the position of [Job Title] at
[Company Name]. I have known [Applicant Name] for [Number] years as their [Your Relationship to Applicant] at [Your Organization]. During their time with us, [Applicant Name] consistently demonstrated [Key Skill 1], [Key Skill 2], and [Key Skill 3]. For example, [Specific Example]. Their [Positive Trait] attitude and dedication made them a valuable
asset to our team. I am confident that [Applicant Name] possesses the skills and qualifications necessary to excel in this role. I highly recommend them without reservation. Please feel free to contact me if you have any further questions. Sincerely, [Your Name] Sample 2: Academic Recommendation [Your Name] [Your Title] [Your Department] [Your
University] [Your Email] [Your Phone Number] [Date] [Admissions Committee] [University Name] [University Address] Dear Admissions Committee, I am writing to enthusiastically recommend [Student Name] for admission to your [Program Name] program. I have had the pleasure of knowing [Student Name] as their [Your Role - e.g., Professor] in
[Course Name] at [University Name]. [Student Name] is an exceptional student with a keen intellect and a genuine passion for [Subject]. They consistently demonstrated a strong understanding of complex concepts and actively participated in class discussions. Specifically, [Specific Example of Academic Achievement]. Beyond their academic abilities,
[Student Name] is also a highly motivated and dedicated individual. They possess the critical thinking skills and work ethic necessary to succeed in your rigorous program. I am confident that they will make significant contributions to your academic community. I highly recommend [Student Name] without hesitation. Sincerely, [Your Name] Sample 3:
Recommendation for Scholarship [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Scholarship Committee] [Organization Name] [Organization Address] Dear Scholarship Committee, I am writing to strongly recommend [Applicant Name] for the [Scholarship Name] scholarship. I have known [Applicant Name]
for [Number] years as their [Your Relationship to Applicant] at [Your Organization]. [Applicant Name] is a highly motivated and talented individual with a strong commitment to [Field of Study/Interest]. They have consistently demonstrated exceptional [Quality 1] and [Quality 2]. For instance, [Specific Example demonstrating Qualities]. They are a
dedicated and hardworking individual who is determined to achieve their goals. Awarding [Applicant Name] this scholarship would not only recognize their past achievements but also empower them to pursue their academic aspirations. I am confident that they will make a significant contribution to society. I wholeheartedly recommend them for this
prestigious scholarship. Sincerely, [Your Name] Sample 4: Recommendation for Internship [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am pleased to recommend [Applicant Name] for an internship at [Company
Name]. I have known [Applicant Name] as a student in my [Course Name] class at [University Name]. [Applicant Name] is a bright and enthusiastic student with a strong interest in [Industry/Field]. They possess a solid understanding of [Relevant Skill 1] and [Relevant Skill 2]. During our class project, [Applicant Name] took initiative and [Specific
Example Demonstrating Skills]. I believe that [Applicant Name]’s eagerness to learn, combined with their relevant skills and positive attitude, would make them a valuable asset to your team. I highly recommend them for this internship opportunity. Sincerely, [Your Name] Sample 5: Recommendation for a Colleague [Your Name] [Your Title] [Your
Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am writing to enthusiastically recommend [Colleague Name] for the [Job Title] position at [Company Name]. I had the pleasure of working with [Colleague Name] for [Number] years at [Your
Organization] as their [Your Role in relation to Colleague]. [Colleague Name] is a highly skilled and dedicated professional with a proven track record of success in [Industry/Field]. They are particularly strong in [Skill 1], [Skill 2], and [Skill 3]. During our time working together, [Specific Example showcasing Colleague’s Skills and Positive Impact].
[Colleague Name] is also an excellent team player and a strong communicator. I am confident that [Colleague Name] would be a valuable asset to your organization. I highly recommend them without reservation. Please feel free to contact me if you have any further questions. Sincerely, [Your Name] Sample 6: Recommendation for Leadership
Position [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], It is with great enthusiasm that I recommend [Candidate Name] for the leadership position of [Position Title] at [Company Name]. I have known [Candidate
Name] for [Number] years as their [Your Role/Relationship]. [Candidate Name] possesses the key qualities of an effective leader: vision, integrity, and the ability to inspire others. They consistently demonstrate [Specific Leadership Skill 1], such as [Example of Leadership Skill 1], and [Specific Leadership Skill 2], as evidenced by [Example of
Leadership Skill 2]. Their ability to motivate and guide teams towards achieving common goals is truly remarkable. I am confident that [Candidate Name]’s leadership skills and experience make them an ideal candidate for this position. They are a strategic thinker, a problem-solver, and a dedicated professional. I highly recommend them without
reservation. Sincerely, [Your Name] Sample 7: Recommendation for Volunteer Work [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Organization Contact] [Organization Name] [Organization Address] Dear [Organization Contact], I am writing to recommend [Volunteer Name] for a volunteer opportunity with
your organization. I had the pleasure of working with [Volunteer Name] at [Your Organization/Event] as their [Your Role/Relationship]. [Volunteer Name] is a dedicated and compassionate individual with a strong desire to make a positive impact in the community. During their time volunteering with us, they consistently demonstrated [Positive Quality
1, e.g., reliability], [Positive Quality 2, e.g., teamwork], and [Positive Quality 3, e.g., a positive attitude]. For example, [Specific Instance showcasing Volunteer’s positive qualities]. [Volunteer Name] is a valuable asset to any volunteer team. Their willingness to help and their genuine care for others make them an ideal candidate. I highly recommend
them for any volunteer opportunity you may have available. Sincerely, [Your Name] Sample 8: Recommendation for a Teacher [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [School Name] [School Address] Dear [Hiring Manager Name], It is with immense pleasure that I recommend
[Teacher’s Name] for a teaching position at [School Name]. I have known [Teacher’s Name] for [Number] years as the parent of [Child’s Name], who was a student in [Teacher’s Name]’s [Grade Level] class. [Teacher’s Name] is an exceptional educator who is truly passionate about teaching and dedicated to the success of their students. They create a
stimulating and engaging learning environment where students feel supported and encouraged to reach their full potential. [Specific Example 1 of Teacher’s Positive Impact] and [Specific Example 2 of Teacher’s Positive Impact] truly impacted my child’s love of learning. [Teacher’s Name] possesses excellent communication skills, a strong
understanding of pedagogy, and a genuine commitment to their students’ well-being. I am confident that they would be a valuable asset to your school. I highly recommend them without reservation. Sincerely, [Your Name] Sample 9: Recommendation for a Mentor [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date]
[Hiring Manager Name] [Organization Name] [Organization Address] Dear [Hiring Manager Name], I am writing to enthusiastically recommend [Mentor’s Name] for a mentoring role within your organization. I have had the privilege of being mentored by [Mentor’s Name] for the past [Number] years. [Mentor’s Name] is an exceptional mentor who
possesses a unique ability to guide and inspire others. They have provided me with invaluable advice, support, and encouragement throughout my career. [Specific Example 1 of Mentor’s Guidance] and [Specific Example 2 of Mentor’s Impactful Advice] are just two examples of how they’ve helped me grow both professionally and personally.
[Mentor’s Name] always provides time and support in a proactive manner. [Mentor’s Name] is a highly skilled communicator, a patient listener, and a true advocate for their mentees. I am confident that they would be an invaluable asset to your organization’s mentoring program. I highly recommend them without reservation. Sincerely, [Your Name]
Sample 10: Recommendation for a Coach [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Sports Organization Name] [Organization Address] Dear [Hiring Manager Name], I am writing to strongly recommend [Coach’s Name] for the position of [Coaching Position] with [Sports
Organization Name]. I have known [Coach’s Name] for [Number] years as a [Player/Parent] on their team. [Coach’s Name] is an exceptional coach who is dedicated to helping athletes reach their full potential both on and off the field. They possess a deep understanding of the sport, excellent communication skills, and a genuine passion for coaching.
Under [Coach’s Name]’s guidance, our team [Specific Achievement of the Team] and [Specific Individual Achievement of a Player]. [Coach’s Name] is not only a great coach, but a wonderful person. [Coach’s Name] is also a role model for their athletes, teaching them the importance of teamwork, discipline, and sportsmanship. I am confident that they
would be a valuable asset to your organization. I highly recommend them without reservation. Sincerely, [Your Name] Sample 11: Recommendation for a Business Partner [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager
Name], I am writing to enthusiastically recommend [Business Partner’s Name] for a partnership opportunity with your company. I have had the pleasure of working with [Business Partner’s Name] for [Number] years as their business partner at [Your Organization]. [Business Partner’s Name] is a highly skilled and experienced business professional
with a proven track record of success. They possess a strong understanding of [Industry/Field], excellent negotiation skills, and a keen eye for opportunity. Together, we [Specific Achievement resulting from the Partnership] and [Another Specific Achievement showing Success]. [Business Partner’s Name] always keeps integrity at the core of their
business practices. [Business Partner’s Name] is also a highly collaborative and communicative individual, making them an ideal partner. I am confident that they would be a valuable asset to your organization. I highly recommend them without reservation. Sincerely, [Your Name] Sample 12: Recommendation for Personal Qualities (Character
Reference) [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [Recipient Name/Organization] [Recipient Address] Dear [Recipient Name], I am writing to provide a character reference for [Person’s Name]. I have known [Person’s Name] for [Number] years as a [Your Relationship to Person]. Throughout our
acquaintance, I have consistently been impressed by [Person’s Name]’s integrity, honesty, and compassion. They are a reliable and trustworthy individual who always puts others first. [Specific Example illustrating Integrity] and [Specific Example showing Compassion] demonstrate their strong moral compass. [Person’s Name] is a wonderful human
being. [Person’s Name] is also a highly responsible and dependable individual. I am confident that they would be a valuable asset to any situation or endeavor. I highly recommend them without reservation. Sincerely, [Your Name] Sample 13: Recommendation for a Nanny/Caregiver [Your Name] [Your Address] [Your Email] [Your Phone Number]
[Date] [Recipient Name/Organization] [Recipient Address] Dear [Recipient Name], I am writing to enthusiastically recommend [Nanny’s Name] as a nanny/caregiver. [Nanny’s Name] provided childcare for my children, [Child 1’s Name] and [Child 2’s Name], for [Number] years. [Nanny’s Name] is a loving, responsible, and highly capable caregiver.
She always prioritized the safety and well-being of my children, engaging them in stimulating activities and providing them with a nurturing environment. [Specific Example 1 of Nanny’s positive interaction with children] and [Specific Example 2 of Nanny’s caregiving abilities]. She is always punctual and dependable. [Nanny’s Name] is also excellent
at communicating with parents and is always willing to go the extra mile. I am confident that she would be a wonderful asset to your family. I highly recommend her without reservation. Sincerely, [Your Name] Sample 14: Recommendation for a Freelancer [Your Name] [Your Title] [Your Organization] [Your Email] [Your Phone Number] [Date] [To
Whom It May Concern] Dear Sir/Madam, I am writing to recommend [Freelancer’s Name] for freelance work in the area of [Freelancer’s Area of Expertise]. I have worked with [Freelancer’s Name] on [Number] projects over the past [Time Period]. [Freelancer’s Name] is a highly skilled and reliable freelancer. They consistently deliver high-quality
work on time and within budget. For instance, on project [Project Name], [Freelancer’s Name] [Specific Achievement and Positive Contribution]. Their communication is excellent, and they are always responsive to feedback. I would highly recommend [Freelancer’s Name] to anyone looking for a talented and dependable freelancer. They are a
valuable asset to any team. Please do not hesitate to contact me if you have any further questions. Sincerely, [Your Name] Sample 15: Recommendation for a Restaurant Employee (Server, Cook, etc.) [Your Name] [Your Title] [Restaurant Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Restaurant Name] [Restaurant



Address] Dear [Hiring Manager Name], It is with pleasure that I recommend [Employee’s Name] for a position at your restaurant. I was [Employee’s Name]’s manager at [Your Restaurant Name] for [Number] years. [Employee’s Name] is a hardworking, reliable, and enthusiastic employee. They consistently provided excellent customer service and
were always willing to go the extra mile to ensure customer satisfaction. [Specific Instance of Positive Customer Interaction] demonstrates their dedication. They were also a valued member of our team, always willing to help out their colleagues. [Employee’s Name] is a quick learner and possesses a strong work ethic. I am confident that they would
be a valuable asset to your team. I highly recommend them without reservation. Sincerely, [Your Name] Sample 16: Recommendation for a Salesperson [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am writing to
highly recommend [Salesperson’s Name] for a sales position at your company. I have worked with [Salesperson’s Name] for [Number] years at [Your Company Name] as their [Your Role]. [Salesperson’s Name] is a highly motivated and results-oriented salesperson. They have a proven track record of exceeding sales targets and building strong
relationships with clients. During their time with us, they [Specific Achievement 1 with Quantifiable Results, e.g., increased sales by 20%] and [Specific Achievement 2, e.g., consistently exceeded quota by 15%]. They have excellent communication and negotiation skills. [Salesperson’s Name] is a valuable asset to any sales team. I am confident that
they would be successful in this role. I highly recommend them without reservation. Sincerely, [Your Name] Sample 17: Recommendation for an Engineer [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am writing to
recommend [Engineer’s Name] for an engineering position at your company. I worked with [Engineer’s Name] on several projects at [Your Company Name] and found them to be a valuable asset to the team. [Engineer’'s Name] possesses a strong foundation in engineering principles and a keen eye for detail. They are proficient in [Specific
Engineering Software/Skills] and consistently deliver high-quality work. On the [Project Name] project, they [Specific Example of Engineering Skill and Problem Solving]. [Engineer’s Name] consistently takes initiative and is detail oriented. [Engineer’s Name] is also a team player and a strong communicator. I am confident that they would be a
valuable asset to your engineering team. I highly recommend them without reservation. Sincerely, [Your Name] Sample 18: Recommendation for a Software Developer [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am
writing to enthusiastically recommend [Developer’s Name] for a Software Developer position at your organization. I have had the pleasure of working alongside [Developer’s Name] at [Your Company Name] for the past [Number] years. [Developer’s Name] is a highly skilled and dedicated software developer with a strong understanding of
[Programming Languages/Technologies]. They consistently deliver high-quality, well-documented code. For example, on the [Project Name] project, [Specific Technical Achievement and Problem Solving]. They are also adept at learning new technologies quickly. [Developer’s Name] is a collaborative team player and a valuable asset to any software
development team. They communicate effectively and are always willing to share their knowledge. I highly recommend them without reservation. Sincerely, [Your Name] Sample 19: Recommendation for a Graphic Designer [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name]
[Company Address] Dear [Hiring Manager Name], I am writing to strongly recommend [Designer’s Name] for the Graphic Designer position at your company. I had the pleasure of working with [Designer’s Name] as their [Your Role - e.g., supervisor] at [Your Company Name] for [Number] years. [Designer’s Name] is a talented and creative graphic
designer with a strong eye for detail. They have a strong understanding of design principles and are proficient in [Design Software]. They consistently produce high-quality designs that meet the needs of our clients. For example, [Specific Project and Positive Outcome]. [Designer’s Name] is always willing to improve their skills and produce high
quality work. [Designer’s Name] is a valuable asset to any creative team. I am confident that they would be a successful addition to your team. I highly recommend them without hesitation. Sincerely, [Your Name] Sample 20: Recommendation for a Marketing Professional [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number]
[Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am writing to wholeheartedly recommend [Marketing Professional’s Name] for a marketing role within your organization. I have known [Marketing Professional’s Name] for [Number] years as their [Your Role/Relationship] at [Your Company Name].
[Marketing Professional’s Name] is a highly skilled and experienced marketing professional with a proven track record of success. They have a deep understanding of [Marketing Channels/Strategies] and are adept at developing and implementing effective marketing campaigns. For example, they [Specific Achievement with Quantifiable Results, e.qg.,
increased website traffic by 30%]. They are very creative and have excellent communication abilities. [Marketing Professional’s Name] is a strategic thinker, a results-oriented professional, and a valuable asset to any marketing team. I highly recommend them without any reservation. Sincerely, [Your Name] Sample 21: Recommendation for a Project
Manager [Your Name] [Your Title] [Company Name] [Your Email] [Your Phone Number] [Date] [Hiring Manager Name] [Company Name] [Company Address] Dear [Hiring Manager Name], I am pleased to recommend [Project Manager’s Name] for the position of Project Manager at your company. I worked closely with [Project Manager’s Name] at
[Your Company Name] and was consistently impressed with their skills and dedication. [Project Manager’s Name] is a highly organized, detail-oriented, and effective project manager. They have a strong understanding of project management methodologies and are adept at managing complex projects from start to finish. For instance, on the [Project
Name] project, they [Specific Example of Project Management Skills and Success]. They are effective at keeping all parties on schedule and on budget. [Project Manager’s Name] is also an excellent communicator and a strong team leader. I am confident that they would be a valuable asset to your organization. I highly recommend them without
reservation. Sincerely, [Your Name] Sample 22: Recommendation for Someone Applying to Law School [Your Name] [Your Title] [University Name] [Your Email] [Your Phone Number] [Date] [Admissions Committee] [Law School Name] [Law School Address] Dear Admissions Committee, It is with great enthusiasm that I recommend [Applicant’s
Name] for admission to your law school. I have had the pleasure of knowing [Applicant’s Name] as a student in my [Course Name] class at [University Name]. [Applicant’s Name] is an exceptional student with a sharp intellect, a strong work ethic, and a genuine passion for the law. They consistently demonstrated excellent analytical and critical
thinking skills in my class, particularly in [Specific Area related to Law]. For example, their research paper on [Topic] was exceptionally well-researched and argued. [Applicant’s Name] is always prepared and willing to learn. [Applicant’s Name] is also an articulate and persuasive communicator, both orally and in writing. I am confident that they
possess the intellectual capacity, the dedication, and the interpersonal skills necessary to succeed in your rigorous law school program. I highly recommend them without hesitation. Sincerely, [Your Name] These 22 sample recommendation letters are designed to provide a solid foundation for crafting impactful and personalized letters. Remember to
tailor each letter to the specific requirements of the recipient and to highlight the candidate’s unique strengths and achievements. By focusing on concrete examples and quantifiable results, you can create a compelling recommendation that significantly enhances the candidate’s chances of success. Good luck! 1 hour leave letter sample Previous
ArticleOffer Letter Templates: 14 Samples to Hire Top Talent Next Article Strong Recommendation Letters: Boost Your Job Application You don't have to be somebody's boss to write her a recommendation letter. You might have a coworker ask you to write one when she applies for an internal promotion or a position outside the company. The sample
letter in this article is written by a colleague for someone applying to a leadership position at another company. As a coworker and friend to the candidate, the writer can speak both to her professional skills and to her personal interests. Read on to see how the writer supports his colleague's job application. Sample Recommendation Letter #7:
Written by a Coworker Mr. Ernie SandersChief Marketing OfficerGlobex Tech55 Valley RoadPalo Alto, CA 95014 Dear Mr. Sanders, I'm very pleased to recommend Alice for the position of Editor-in-Chief with Globex Tech. As a fellow IT Content Editor at CloudArk, I've worked alongside Alice for the past five years. Not only has she been a key player
on our team, but she's also become a close personal friend. Alice's skills and leadership qualities would make her an invaluable addition to your information technology content development team. While Alice has found success at CloudArk, helping increase our blog traffic from a few thousand to over one million monthly readers over her time here,
she's looking to maximize her skills as a leader within a larger company. Our small start-up doesn't yet have the opportunities for leadership for which Alice is qualified. Alice is poised to step into a role of editorial management for a content program with the potential for global reach. Alice can plan, create, and market IT content and build a global
presence for Globex Tech. She's an excellent writer and editor with a facility for translating technical information into engaging content. She has used her knowledge of the tech world both to popularize CloudArk's blog and to develop a platform for educational training, including IT-related certifications, workshops, and webinars. She has her finger
on the pulse of technological trends and provides content that's both useful and captivating to readers. Alice marries her writing skills with a working knowledge of digital and inbound marketing. She works across social media, email campaigns, and other public relations outreach to effect viral engagement. Her last three posts across our social
media platforms generated an all time high of 20,000 shares and helped bring in many unique visitors. In a leading position with your company, Alice would use strategic tactics, like search engine optimization and social media metrics, to take your web presence to the next level. In addition to her professional qualifications, Alice has personal
qualities that make her well-suited to leadership. She's naturally fallen into the role of "point person” that many of us go to with questions. She's not afraid to take risks and often suggests new directions to explore. Alice was instrumental in introducing our educational platform for training, for instance, a direction that has proven to be very fruitful.
She's committed to quality, growth, and progress, and she inspires her team members to strive for the same. In short, Alice is a person with vision. On a personal note, Alice has become a close friend over our years of working together at CloudArk. She organized several social events for the company, like bar meet-ups and 5k races, helping to
facilitate team cohesion and allowing us to form a great friendship. In fact, we're going trail running this Saturday. Alice's fun and friendly personality are just icing on the cake of her many other qualifications. Alice has my highest recommendation for the position of Editor-in-Chief with Globex Tech. I'm excited to see the directions in which Globex
Tech will grow under Alice's leadership. Please feel free to contact me for any further information. Thanks very much for your time. Sincerely, Robert WordsworthIT Content EditorCloudArk[email protected](866) 811-5546 Robert sounds confident that Alice has the editorial and social media skills to be Editor-in-Chief. Recommendation Letter #7: The
Breakdown This recommendation letter sample is one written by a coworker for someone applying outside of the company. This coworker describes his personal friendship with the applicant while also pointing out the applicant's professional skills and work performance. He starts with a statement of strong support, as well as an explanation of why
Alice is looking to step into a leadership position at a larger company. Robert describes Alice's past accomplishments and future potential. He shows how she contributed to CloudArk's growth, describing her skill in content creation and knowledge of technological trends. He also touches on her digital and content marketing abilities, both of which
would be essential in her target job. In addition to discussing her experiences, Robert explains that Alice has the leadership capabilities and vision to move into an Editor-in-Chief position. He says she's become the "point person" for her colleagues while also excelling at collaborative work. Alice's skill is further evidenced by virtue of the fact that the
letter is written by a work colleague. As Alice's friend, Robert's also able to touch on some of her personal interests, providing an additional dimension to the letter. Overall, Robert states strong support for Alice's application and gives examples as to why she's ready to step into a position of editorial leadership. His letter presents Alice's editorial and
marketing qualifications and proves that she's established positive relationships with her colleagues. What's Next? Not everyone asks a coworker or manager to provide them with a letter of recommendation. People who are just out of college often ask a former professor. Check out this next recommendation letter sample to see how a professor
supports a former student's job application! Are you looking for more rec letter samples? Refer to this complete reference letter guide to find more samples and learn more about the letter writing process. Have any questions about this article or other topics? Ask below and we'll reply!



