Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Recipient's Organization]

[Recipient's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to you as a former supervisor of [Advocate's
Name] at [Company/Organization Name], where | had the pleasure of witnessing their
exceptional skills and dedication.

[Advocate's Name] consistently demonstrated [specific skills or qualities], and their
contributions were instrumental in [specific achievement or project]. | believe their unique
talents and perseverance would make a significant impact in [specific context or field].

It is without hesitation that | advocate for [Advocate's Name] to [specific request or opportunity].
| am confident that they will exceed expectations and bring great value to [recipient's

organization or context].

Thank you for considering this recommendation. Please feel free to contact me at [Your Phone
Number] or [Your Email] if you require any further information.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Phone Number]

[Your Email]



