
Date: [Insert Date] 

To Whom It May Concern, 

I am writing to express my strong support for [Colleague's Name] as they seek to advance their 

career within [Company/Organization Name]. Having worked closely with [him/her/them] for 

[duration of time], I have witnessed firsthand [his/her/their] exceptional skills and dedication. 

[Colleague's Name] has consistently demonstrated [specific traits or achievements, e.g., 

leadership, creativity, problem-solving abilities]. [Provide a specific example of a project or task 

that highlights these traits]. 

In addition to [his/her/their] impressive professional qualifications, [Colleague's Name] 

possesses a positive attitude and collaborates well with team members. [He/She/They] is a 

natural leader who inspires those around [him/her/them], making a significant impact on our 

workplace culture. 

I wholeheartedly endorse [Colleague's Name] for [specific position or opportunity] and have no 

doubt that [he/she/they] will excel and contribute meaningfully to your team. 

Thank you for considering this recommendation. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] should you require any further information. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization Name] 


