
Referral Letter 

Date: [Insert Date] 

To Whom It May Concern, 

I hope this message finds you well. I am writing to refer [Transcription Service Provider's 

Name], a professional expert in transcription services. I have had the pleasure of working with 

[him/her/them] for [duration of time] and can confidently vouch for the quality and reliability of 

[his/her/their] work. 

[Transcription Service Provider's Name] specializes in [mention specific areas of transcription, 

e.g., medical, legal, academic, etc.], and consistently delivers accurate and timely transcripts. 

The attention to detail and commitment to customer satisfaction has always impressed me. 

I believe that [his/her/their] services would be a valuable asset to you, especially if you are 

seeking efficient and high-quality transcription work. Please feel free to reach out to 

[him/her/them] at [contact information] for any inquiries. 

Thank you for considering this referral. I am confident that you will be pleased with the results. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


