
Professional Reference Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to provide a reference for [Candidate's Name], who has requested my evaluation of 

their character and suitability for [specify position, program, etc.]. I have known [Candidate's 

Name] for [duration] in [describe relationship, e.g., a professional, academic, volunteer 

capacity]. 

During this time, I have observed their [list qualities such as integrity, reliability, work ethic]. 

[Candidate's Name] consistently demonstrates [specific examples of their character, such as 

teamwork, leadership, or compassion]. 

Moreover, I have been particularly impressed by [mention any significant achievements or 

contributions that showcase their character]. Their ability to [specific skills or traits] has made a 

notable impact on [explain the context, such as a team, organization, or community]. 

I have no hesitation in recommending [Candidate's Name] for [position/program]. I am confident 

that they will bring the same dedication and positive qualities to your organization as they have 

consistently shown in my experience with them. 

If you have any further questions, please feel free to contact me at [Your Phone Number] or 

[Your Email Address]. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[Your Phone Number]  

[Your Email Address] 


