Letter of Recommendation

[Your Name]

[Your Position]

[Your Company/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Position]

[Conference Organization Name]
[Conference Organization Address]
[City, State, Zip Code]

Dear [Recipient Name],

| am writing to highly recommend [Candidate's Name] for the position of Conference Planner at
[Conference Organization Name]. During the time | have worked with [him/her/them], I have
been consistently impressed with [his/her/their] professionalism, attention to detail, and ability to
manage complex projects efficiently.

[Include specific examples of the candidate's skills and experiences relevant to conference
planning, such as successful events they organized, challenges they overcame, or notable
achievements.]

In addition to [his/her/their] exceptional organizational skills, [Candidate’'s Name] possesses
excellent interpersonal skills, allowing [him/her/them] to work seamlessly with vendors, clients,
and team members alike.

It is without hesitation that | recommend [Candidate's Name] for the role of Conference Planner.
| am confident that [he/she/they] will bring the same dedication and excellence to your
organization as [he/she/they] has demonstrated in our work together.

Thank you for considering this recommendation. Should you require any further information,
please do not hesitate to contact me.

Sincerely,
[Your Name]
[Your Position]



