
Reference Letter for [Student's Name] 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

To Whom It May Concern, 

I am pleased to write this reference letter in support of [Student's Name], who participated in the 

co-op program at [Company/Organization Name] from [Start Date] to [End Date]. During this 

time, [he/she/they] worked under my supervision as a [Position Title]. 

[Student's Name] demonstrated exceptional skills in [specific skills or tasks], and showed 

remarkable dedication and enthusiasm for [specific projects or responsibilities]. [He/She/They] 

not only met expectations but often exceeded them, contributing significantly to our team's 

success. 

One notable project was [describe a specific project or achievement], where [Student's Name] 

played a vital role in [describe responsibilities and outcomes]. This experience highlighted 

[his/her/their] ability to [mention relevant skills or qualities such as teamwork, problem-solving, 

leadership, etc.]. 

I have no doubt that [Student's Name] will be an asset to any organization [he/she/they] chooses 

to join in the future. [He/She/They] not only possesses technical skills but also embodies the 

work ethic and dedication that are essential for success in the industry. 

Should you require any further information, please do not hesitate to contact me at [Your Phone 

Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 



[Your Title] 


