
Personal Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to highly recommend my friend, [Friend's Name], for [position or opportunity]. I 

have known [him/her/them] for [number] years and have consistently been impressed by 

[his/her/their] work ethic and dedication. 

[Friend's Name] is someone who approaches tasks with enthusiasm and determination. 

[He/She/They] always meets deadlines and takes the initiative to go above and beyond what is 

expected. For instance, during our time working together on [specific project or task], 

[he/she/they] demonstrated remarkable attention to detail and a commitment to quality that 

inspired the rest of the team. 

What stands out the most about [Friend's Name] is [his/her/their] ability to stay focused and 

motivated even in challenging situations. [He/She/They] never shies away from hard work and 

consistently sets a positive example for others. 

I have no doubt that [Friend's Name] will bring the same level of dedication and hard work to 

[future position or context]. I wholeheartedly support [his/her/their] application and am confident 

that [he/she/they] will excel in any endeavor [he/she/they] chooses to pursue. 

Please feel free to contact me at [your phone number] or [your email] should you need any 

further information or clarification. 

Sincerely, 

[Your Name] 

[Your Title or Position, if applicable] 

[Your Address] 


