
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Email] 

Dear [Recipient's Name], 

I am writing to wholeheartedly recommend [Coworker's Name] for [the position/awards/projects 

they are applying for]. During the time we have worked together at [Company Name], I have 

been consistently impressed by their dedication, professionalism, and outstanding performance. 

[Coworker's Name] has exhibited exemplary skills in [specific skills or attributes], which have 

greatly contributed to our team's success. One notable instance was when [briefly describe a 

specific project or achievement]. Their ability to [describe key strengths] was crucial in 

achieving our goals. 

Moreover, [Coworker's Name] is a natural team player, always willing to lend support to 

colleagues and share knowledge. Their positive attitude and ability to motivate others make them 

an invaluable asset to our workplace. 

I have no doubt that [Coworker's Name] will excel in any endeavor they choose to pursue. I 

wholeheartedly endorse their application and believe they will be a tremendous asset to your 

organization. 

Thank you for considering this recommendation. Should you require any further information, 

please do not hesitate to contact me. 

Sincerely, 

[Your Name] 


