	  BUSINESS REFERENCE LETTER
  Recommend a colleague, employee or vendor


	 



	Your name
	
	Job title / company
	

	Street address
	
	City, state, ZIP
	

	Phone
	
	Email
	



	Date
	
	Recipient name
	

	Title / company
	
	Recipient address
	



Subject:  Reference for [Candidate name]
Dear [Recipient name],
I am pleased to write this reference for [Candidate name], who worked with me as [position] at [company] from [start date] to [end date]. I was [his/her/their] [manager / colleague / client] during that period.
In this role, [Candidate name] was responsible for [main duties]. [He/She/They] consistently demonstrated [skill 1], [skill 2] and [skill 3]. For example, [specific achievement with a measurable result].
[Candidate name] works well with colleagues, communicates clearly and can be relied on to meet deadlines. I would gladly work with [him/her/them] again.
I recommend [Candidate name] without reservation. Please contact me at [phone / email] if you would like more detail.
Sincerely,
[Your signature]
[Your printed name]  |  [Title]
Enclosures: Resume
	Tips: Keep it to one page, be specific, and only include facts you can support.
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