
Letter of Recommendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to highly recommend [Employee's Name] for [position or opportunity]. During their 

time at [Company Name], [he/she/they] demonstrated exceptional skills in [specific skills or 

responsibilities]. 

As [Employee's Job Title], [he/she/they] consistently [describe specific achievements or 

contributions]. [His/Her/Their] ability to [mention any relevant skill or trait] was particularly 

impressive and greatly benefited our team. 

[Employee's Name] is a dedicated and talented individual who works well under pressure. I have 

no doubt that [he/she/they] will excel in [his/her/their] future endeavors. 

Please feel free to contact me at [Your Phone Number] or [Your Email] if you need any more 

information or specific examples of [Employee's Name]'s work. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Your Contact Information] 


