[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to express my heartfelt support for you as you embark on your future endeavors.
Throughout your time at [Company Name], you have shown remarkable talent, dedication, and

professionalism.

Your contributions have positively impacted our team, and | have no doubt that you will excel in
your future pursuits. Whether you choose to further your education, explore new career
opportunities, or take on personal projects, | am confident that you will bring the same level of
passion and commitment that you demonstrated here.

Please feel free to reach out if you need any assistance or references; | am more than happy to
help in any way | can. Wishing you all the best in your future endeavors.

Sincerely,
[Your Name]

[Your Position]



