
Letter of Recommendation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

To Whom It May Concern, 

I am writing to recommend [Participant's Name] for participation in [Conference Name], taking 

place on [Conference Dates]. I have had the pleasure of working with [Participant's Name] for 

[Duration] at [Your Organization], where [he/she/they] has served as [Participant's 

Position/Role]. 

[Participant's Name] has consistently demonstrated [his/her/their] exceptional skills in [relevant 

skills/competencies]. [He/She/They] is highly motivated, dedicated, and possesses a keen 

intellectual curiosity that sets [him/her/them] apart from [his/her/their] peers. 

Attending [Conference Name] will undoubtedly enhance [Participant's Name]'s knowledge and 

skills in [specific area]. [He/She/They] will benefit significantly from the opportunity to engage 

with industry leaders and fellow participants. 

I strongly support [Participant's Name]'s application for this conference and am confident that 

[he/she/they] will contribute positively and gain valuable insights. Please feel free to contact me 

at [Your Phone Number] or [Your Email] if you require any further information. 

Thank you for considering this recommendation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


