Reference Letter for [Colleague's Name]

[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Company]
[Recipient's Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to provide a reference for my esteemed colleague, [Colleague's Name], who has
worked with me at [Your Company] for [duration]. During this time, | have had the pleasure of
witnessing their exceptional skills and dedication to [specific tasks or responsibilities].

[Colleague's Name] consistently demonstrates strong [specific skills or attributes], making them
an invaluable asset to our team. Their ability to [specific example of achievement or quality]
distinguishes them as a highly competent professional.

Furthermore, [Colleague's Name] is not only talented but also a team player who fosters a
positive work environment. Their rapport with colleagues and clients alike is admirable, and
their integrity and commitment are beyond reproach.

In conclusion, | wholeheartedly recommend [Colleague's Name] for any opportunity they pursue.
| am confident they will bring the same level of excellence, integrity, and dedication to your
team as they have shown here at [Your Company].

Please feel free to contact me at [Your Phone Number] or [Your Email Address] should you
require any further information.

Sincerely,
[Your Name]



