	  WORK RECOMMENDATION LETTER
  Support a promotion, new job or graduate application


	 



	Your name
	
	Job title / company
	

	Street address
	
	City, state, ZIP
	

	Phone
	
	Email
	



	Date
	
	Recipient name
	

	Title / company
	
	Recipient address
	



Subject:  Recommendation for [Name]
Dear [Recipient name],
It is my pleasure to recommend [Name] for [position / program]. I supervised [him/her/them] as [title] at [company] for [number] years, from [date] to [date].
[Name] excelled in [area 1] and [area 2]. Notably, [accomplishment with numbers or outcome]. [He/She/They] also [leadership, teamwork or initiative example].
Compared with others in similar roles, [Name] is in the top [__]% for [quality]. I am confident [he/she/they] will be an asset to your organization.
Please feel free to contact me at [phone / email] for further information.
Sincerely,
[Your signature]
[Your printed name]  |  [Title]
Enclosures: Resume / CV
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