
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Employer's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Employer's Name], 

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

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

their exceptional skills in [specific skills related to the job]. 

[Friend's Name] is not only a dedicated and hardworking individual but also possesses a positive 

attitude that enhances any workplace. Their experience in [mention relevant experience] has 

equipped them with the ability to excel in [specific tasks or responsibilities related to the job]. 

I firmly believe that [Friend's Name] will be a valuable addition to your team and contribute 

significantly to [Company Name]'s success. Please feel free to contact me at [your phone 

number] or [your email] should you require any further information. 

Thank you for considering this endorsement. I hope you will give [Friend's Name] the 

opportunity to showcase their talents within your organization. 

Sincerely, 

[Your Name] 


