Date: [Insert Date]

[Your Name]

[Your Job Title]

[Your Company/Organization]
[Your Address]

[City, State, Zip Code]

[Your Email]

[Your Phone Number]

[Recipient's Name]

[Recipient's Job Title]

[Recipient's Company/Organization]
[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to provide a professional reference for my colleague, [Colleague's Name], who has
worked alongside me in the [Department Name] at [Company/Organization Name] for
[Duration]. I have had the pleasure of collaborating with [him/her/them] on various projects and
can confidently attest to [his/her/their] exceptional skills and dedication.

[Colleague's Name] exhibits strong [mention specific skills or attributes, e.g., leadership,
teamwork, analytical skills], and consistently contributes positively to our team's objectives.
[He/She/They] has played a key role in [mention a specific project or responsibility], which
resulted in [mention the positive outcome].

In addition to [his/her/their] professional abilities, [Colleague's Name] is a person of high
integrity and professionalism. [He/She/They] is always willing to support team members and
share knowledge, fostering a collaborative environment.

I highly recommend [Colleague's Name] for any opportunities [he/she/they] seeks to pursue. |
am confident that [he/she/they] will be a great asset to any organization. Should you require any
further information, please feel free to contact me.

Thank you for considering this reference.

Sincerely,

[Your Name]

[Your Job Title]
[Your Company/Organization]



