
[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Email] 

[Your Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

Dear [Recipient's Name], 

I am writing to express my wholehearted support for [Colleague's Name] in their application for 

[specific position, program, scholarship, etc.]. Having had the pleasure of working alongside 

[him/her/them] for [duration] at [Company/Organization], I have witnessed firsthand the 

dedication and expertise [he/she/they] brings to our team. 

[Colleague's Name] has consistently demonstrated exceptional skills in [specific skills or areas]. 

[He/She/They] excelled in [specific project or task], which resulted in [positive outcome]. I 

believe these experiences make [him/her/them] a strong candidate for [the position/program]. 

In addition to [his/her/their] professional abilities, [Colleague's Name] is a natural team player. 

[He/She/They] fosters a collaborative environment through [specific examples of collaboration]. 

[His/Her/Their] positive attitude and resilience are crucial assets to any team. 

In conclusion, I highly recommend [Colleague's Name] for [the position/program]. I am 

confident that [he/she/they] will make a significant contribution and thrive in this opportunity. 

Should you require any further information, please feel free to contact me. 

Thank you for considering this application. 

Sincerely, 

[Your Name] 


