Professional Reference for [Employee’'s Name]

[Your Name]

[Your Position]

[Your Company]
[Your Phone Number]
[Your Email Address]
[Date]

To Whom It May Concern,

| am writing to provide a professional reference for [Employee's Name], who has been under my
supervision as a [Employee’s Current Position] at [Company Name] for [Duration]. During this
time, [he/she/they] has consistently demonstrated exceptional skills and dedication to
[his/her/their] work.

Throughout [his/her/their] tenure, [Employee's Name] has taken on numerous responsibilities,
including [list specific responsibilities or projects]. [He/She/They] has not only met expectations
but has often exceeded them, contributing valuable insights and fostering a positive work
environment.

[Employee's Name] possesses [specific skills or qualities relevant to the promotion], which
makes [him/her/them] an ideal candidate for [the new position] that is being considered.
[He/She/They] shows a strong ability to lead projects and mentor colleagues, ensuring that team
goals are met efficiently.

| strongly support [Employee's Name]'s application for this promotion and am confident that
[he/she/they] will continue to excel and bring positive results to [Company Name] in a greater
capacity. Should you have any questions, please do not hesitate to contact me.

Best regards,
[Your Signature (if sending a hard copy)]
[Your Printed Name]



