
Letter of Recommendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am pleased to write this letter of recommendation for [Employee's Name], who has been 

employed with us at [Company Name] as a [Current Job Title] for the past [Duration]. I 

understand that [he/she/they] is applying for a transfer to the [Target Department/Position] 

within your organization, and I wholeheartedly support this move. 

[Employee's Name] has consistently demonstrated exceptional technical skills and a strong work 

ethic in [his/her/their] role. [He/She/They] is proficient in [specific technologies, programming 

languages, or skills relevant to the new role], which I believe will make [him/her/them] a vital 

asset to your team. 

In addition to [his/her/their] technical capabilities, [Employee's Name] possesses excellent 

problem-solving skills and a collaborative spirit. [He/She/They] has played a key role in [specific 

project or initiative], showcasing [his/her/their] ability to work well under pressure while 

delivering outstanding results. 

I am confident that [Employee's Name] will thrive in [his/her/their] new role and continue to 

contribute significantly to the success of [Target Department/Company]. [He/She/They] has my 

highest recommendation for this transfer. 

If you have any questions or need further information, please feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


