
Professional Reference for [Supervisor's Name] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to provide a professional reference for [Supervisor's Name], who served as my 

supervisor at [Company Name] from [Start Date] to [End Date]. In this role, [he/she/they] 

demonstrated exceptional leadership skills and a remarkable ability to foster a positive work 

environment. 

[Supervisor's Name] is highly proficient in [specific skills or areas of expertise relevant to the 

field]. [He/She/They] consistently exceeded expectations and led our team to achieve [specific 

achievements or milestones]. [His/Her/Their] commitment to [specific values or projects] has 

made a lasting impact on our organization. 

One of [Supervisor's Name]'s outstanding qualities is [his/her/their] ability to [specific 

characteristic, e.g., communicate effectively, motivate team members, etc.]. [Give a brief 

example illustrating this characteristic]. 

I have no doubt that [Supervisor's Name] will bring the same level of dedication and expertise to 

any future role. I wholeheartedly recommend [him/her/them] for [specific position or 

opportunity], and I am confident that [he/she/they] will excel. 

If you have any further questions or would like to discuss [Supervisor's Name]'s qualifications in 

greater detail, please do not hesitate to contact me at [Your Phone Number] or [Your Email 

Address]. 

Thank you for considering this recommendation. 

Sincerely, 



[Your Name] 

[Your Position] 


