
Professional Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a professional reference for my friend, [Friend's Name], who is applying 

for a position at [Company Name]. I have known [Friend's Name] for [number] years, during 

which time we have collaborated on several projects and shared various professional 

experiences. 

[Friend's Name] is a highly motivated and dedicated individual, with a strong work ethic and a 

commitment to excellence. Their skills in [mention specific skills relevant to the job] have 

consistently impressed me and their ability to [mention relevant accomplishments or 

experiences] makes them a perfect fit for the role. 

Not only is [Friend's Name] professional and goal-oriented, but they are also a great team player. 

Their communication skills and positive attitude contribute significantly to a productive work 

environment. 

I wholeheartedly recommend [Friend's Name] for this position, confident that they will be an 

asset to your team. Should you require further information, please feel free to contact me at 

[Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


