Date: [Insert Date]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to wholeheartedly support my colleague, [Colleague's Name], in their pursuit of
[specific position or opportunity] within [Company/Organization Name]. Having had the
pleasure of working alongside [him/her/them] for [duration of time], | have witnessed firsthand
the dedication, skill, and professionalism that [he/she/they] brings to our team.

Throughout our time working together, [Colleague's Name] has consistently demonstrated
exceptional [mention specific skills or qualities relevant to the position]. [He/She/They] takes
initiative, embraces challenges, and fosters collaboration among team members, which has
significantly contributed to our project successes.

Additionally, [Colleague's Name] has a remarkable ability to [mention any notable achievements
or contributions], showcasing [his/her/their] commitment to the growth and success of our
organization.

| firmly believe that [Colleague's Name]'s expertise and dedication make [him/her/them] an
outstanding candidate for [specific position or opportunity]. I am confident that [he/she/they]

will excel and bring valuable insights to [mention any relevant benefits to the organization].

Thank you for considering my recommendation. Please feel free to reach out if you have any
questions or need further information.

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization Name]

[Your Contact Information]



