
Reference Letter for [Applicant's Name] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

To Whom It May Concern, 

It is my pleasure to recommend [Applicant's Name] for the [Job Title] position at [Company 

Name]. During their time at [Your Company], [he/she/they] exhibited a remarkable skill set that 

I believe would be a great asset to your team. 

[Applicant's Name] has demonstrated exceptional [specific skill #1] by [provide a brief 

example]. Additionally, [he/she/they] possesses outstanding [specific skill #2] as seen during 

[provide another example]. [His/Her/Their] ability to [specific skill #3] truly sets [him/her/them] 

apart from peers 

Furthermore, [Applicant's Name] is a dedicated and proactive team player, always willing to take 

the initiative and go the extra mile. I am confident that [his/her/their] contributions at [Company 

Name] will be significant. 

Thank you for considering this application. If you have any further questions, please feel free to 

contact me at [Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 


