
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Employer's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Employer's Name], 

I am writing to wholeheartedly recommend my friend, [Friend's Name], for the position of [Job 

Title] at [Company's Name]. I have known [Friend's Name] for [number of years] years and can 

confidently attest to their strong work ethic, dedication, and positive attitude. 

[Friend's Name] has consistently demonstrated exceptional skills in [specific skills related to the 

job or industry]. They are detail-oriented and always strive for excellence in all tasks they 

undertake. I have witnessed their ability to [provide an example of their skills or a situation 

where they excelled]. 

Beyond their professional qualifications, [Friend's Name] is a person of great integrity and 

kindness. They have an innate ability to connect with people and foster positive relationships in 

any environment. Their [mention any personal qualities, such as leadership, teamwork, or 

communication skills] make them a valuable asset to any team. 

I am confident that [Friend's Name] will bring the same level of enthusiasm and commitment to 

[Company's Name] as they have consistently shown in their previous experiences. I strongly 

recommend them for the position and am sure they will exceed your expectations. 

Thank you for considering my recommendation. If you have any further questions, please feel 

free to contact me at [Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name] 


