
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company]  

[Your Email]  

[Your Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Department]  

[Recipient's Company] 

Dear [Recipient's Name], 

I am writing to offer my professional reference for [Peer's Name], who has worked as [Peer's Job 

Title] in the [Peer's Department] at [Company Name]. I have had the pleasure of working 

alongside [Peer's Name] for [duration of time] and can confidently attest to [his/her/their] skills 

and contributions. 

[Peer's Name] exemplifies [mention specific skills or attributes, such as "strong leadership 

abilities" or "excellent communication skills"]. One outstanding project was [describe a specific 

project or task], where [he/she/they] demonstrated [mention specific achievements or qualities]. 

Additionally, [Peer's Name] is always willing to help others and share knowledge, making 

[him/her/them] a valuable asset to our organization. [He/She/They] maintains a positive attitude 

and fosters goodwill among team members, which has undoubtedly contributed to a 

collaborative working environment. 

I highly recommend [Peer's Name] for any opportunities [he/she/they] may seek in the future. 

Please do not hesitate to contact me if you need any further information or insights. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company] 


