Promotion Recommendation Letter

Date: [Insert Date]

To: [Insert Recipient's Name]

Title: [Insert Recipient's Title]

Company: [Insert Company Name]

Address: [Insert Company Address]

Dear [Recipient's Name],

| am writing to formally recommend [Employee's Name] for promotion to [Target Position]
within our organization. Over the past [duration], [Employee's Name] has consistently
demonstrated exceptional performance and leadership qualities that align with our company's
vision and goals.

[Employee’'s Name] has successfully managed [specific projects or responsibilities], resulting in
[mention specific achievements or results]. Their ability to [specific skills or qualities] has
greatly contributed to our team's success and has set a high standard within the department.
Beyond their professional accomplishments, [Employee's Name] embodies the values of our
organization through [mention any relevant attributes such as teamwork, integrity, etc.]. Their
passion for [industry or field specific] is evident, and | have no doubt that they will excel in the

role of [Target Position].

For these reasons, | wholeheartedly endorse [Employee's Name] for this promotion and believe
that they will continue to be an asset to our organization in this new capacity.

Thank you for considering this recommendation. | am happy to discuss this further if needed.
Sincerely,
[Your Name]

[Your Title]
[Your Contact Information]



