[Your Name]

[Your Job Title]

[Your Company]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Job Title]
[Recipient's Company]
[Recipient's Address]
[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to express my strong endorsement for [Candidate's Name] as they pursue a career
move to [Target Job Title/Company]. During the time I have worked with [Candidate's Name] at
[Current Company/Organization], | have been consistently impressed with their skills and

dedication.

[Candidate's Name] possesses exceptional abilities in [specific skills or attributes relevant to the
new position], which would be invaluable in the role of [Target Job Title]. Their work ethic,
attention to detail, and commitment to excellence have always stood out.

| wholeheartedly support [Candidate's Name] in their endeavor and believe they would be a
tremendous asset to your team. Please do not hesitate to reach out to me if you require any

further information.

Thank you for considering my endorsement.

Sincerely,
[Your Name]



