Letter of Recommendation

Date: [Insert Date]

To Whom It May Concern,

| am writing to recommend [Colleague's Name] for [Position/Opportunity] at
[Company/Organization]. | had the pleasure of working alongside [Colleague's Name] at [Your
Company] for [duration of time] where we collaborated on various projects.

[Colleague’'s Name] consistently demonstrated a high level of professionalism, creativity, and
dedication. Their ability to [specific skills or qualities] greatly contributed to our team's success.
One project that stands out is [brief description of a specific project or achievement] where
[Colleague's Name] played a pivotal role.

Furthermore, [he/she/they] has excellent communication skills and is always willing to lend a
helping hand to others. [Colleague's Name] establishes positive relationships with colleagues and
clients alike, which fosters a collaborative work environment.

I am confident that [Colleague's Name] would be an invaluable asset to your team and would
excel in [Position/Opportunity]. Please feel free to contact me at [Your Phone Number] or [Your
Email] if you have any questions or need further information.

Sincerely,

[Your Name]

[Your Position]

[Your Company]



