
Date: [Insert Date] 

To Whom It May Concern, 

I am writing to wholeheartedly endorse [Coworker's Name] for [specific opportunity/position]. 

During our time working together at [Company Name], I have been consistently impressed by 

[his/her/their] dedication, professionalism, and expertise. 

[Coworker's Name] has an exceptional ability to [mention a specific skill or trait], which greatly 

contributed to our team's success. [He/She/They] [provide a specific example of a project or task 

where the coworker's skills stood out]. 

Moreover, [Coworker's Name] possesses excellent interpersonal skills, fostering a positive team 

environment and effectively collaborating with colleagues across various departments. 

I believe [Coworker's Name] would be a tremendous asset to [the new opportunity/position] and 

I am confident that [he/she/they] will excel in any role [he/she/they] takes on in the future. 

If you require any further information, please do not hesitate to contact me at [Your Phone 

Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


