
Letter of Recommendation 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip]  

Dear [Recipient Name], 

I am writing to wholeheartedly recommend [Employee Name] for eligibility in the cross-training 

program at [Company/Department Name]. As [Employee's Position] for [Duration], I have had 

the pleasure of witnessing [his/her/their] remarkable skills and dedication.  

[Employee Name] has consistently demonstrated an ability to excel in [specific skills or tasks]. 

[He/She/They] is not only a quick learner but also shows a high level of adaptability and a keen 

interest in enhancing [his/her/their] professional capabilities. I am confident that [he/she/they] 

will benefit immensely from the cross-training experience while contributing positively to the 

program and team dynamics.  

I believe that [Employee Name]'s participation in the cross-training program would be mutually 

beneficial and I strongly endorse [his/her/their] application. If you require any further 

information, please feel free to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for considering this recommendation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


