
Recommendation Letter 

Date: [Insert Date] 

To Whom It May Concern, 

During our recent parent-teacher conference, we had the opportunity to discuss [Student's 

Name]'s progress and achievements in class. I am writing to formally recommend [him/her/them] 

for [specific program, opportunity, or position]. 

[Student's Name] has shown exceptional skills in [mention specific subjects or areas], 

demonstrating [his/her/their] ability to [describe specific talents or accomplishments]. 

[He/She/They] consistently engages with the material and contributes positively to class 

discussions. 

Additionally, [Student's Name] has exhibited strong character traits such as [list personal 

qualities, e.g., determination, teamwork, and kindness], making [him/her/them] a role model for 

[his/her/their] peers. I believe that [he/she/they] would be an excellent fit for [program/job], and I 

am confident [he/she/they] will continue to excel. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] for any further 

information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your School Name] 


