
Professional Recommendation for [Employee's Name] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Manager's Name] 

[Manager's Position] 

[Department/Company Name] 

[Company's Address] 

Dear [Manager's Name], 

I am writing to recommend [Employee's Name] for a transfer to [New Position] at [New 

Department/Company Name]. During their time in my department, [he/she/they] has consistently 

demonstrated exceptional skills in [specific skills or attributes]. 

[Employee's Name] has accomplished [specific achievements or projects], showcasing 

[his/her/their] ability to [related skills or competencies relevant to the new position]. I believe 

[Employee's Name]'s strong work ethic and leadership qualities will greatly benefit [New 

Department/Company]. 

In addition to [his/her/their] professional competencies, [Employee's Name] is a team player who 

fosters a positive work environment and promotes collaboration among peers. I am confident that 

[he/she/they] will make significant contributions to [New Department/Company]. 

Thank you for considering this transfer for [Employee's Name]. I wholeheartedly recommend 

[him/her/them] and believe this move will be mutually beneficial. 

Sincerely, 

[Your Name] 

[Your Position] 


