Letter of Recommendation

[Your Name]

[Your Position]

[Your Company]
[Your Email]

[Your Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Company]

Dear [Recipient's Name],

I am writing to wholeheartedly recommend [Colleague's Name] for [specific position or
opportunity] within [Company/Department]. | have had the pleasure of working alongside
[him/her/them] for [duration] at [Company Name], where [he/she/they] has consistently
demonstrated exceptional skills and dedication.

[Colleague’'s Name] has been instrumental in [specific project or task], showcasing [specific
skills or qualities, e.g., leadership, teamwork, problem-solving]. [He/She/They] brings a positive
attitude and a strong work ethic to every project, making [him/her/them] a valuable asset to any
team.

Furthermore, [Colleague's Name]'s ability to [mention any specific skills related to upward
mobility, such as mentorship, strategic thinking, or innovation] sets [him/her/them] apart as a
candidate worthy of promotion. I am confident that [he/she/they] will excel in [new position or
role] and continue to bring great value to [Company/Department].

In summary, | highly recommend [Colleague's Name] for [specific position]. [His/Her/Their]
contributions and passion for the work we do will undoubtedly lead to continued success in a
higher capacity. Please feel free to reach out to me if you require any further information.

Sincerely,
[Your Name]



