[Your Name]
[Your Title/Position]
[Your Organization]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

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

Dear [Recipient's Name],
I am writing to recommend [Candidate's Full Name] for [position or purpose]. I have had the pleasure of working closely with [Candidate's Last Name] for [number of years] at [your organization or in a specific project]. In this time, I have been consistently impressed with [his/her/their] performance, dedication, and exceptional skills.
[bookmark: _GoBack][Provide specific examples of the candidate's skills, achievements, and contributions. Be detailed and use concrete examples to support your statements. Highlight key accomplishments, projects, or responsibilities they handled.]
[Describe the candidate's work ethic, character, and interpersonal skills. Mention any leadership qualities, teamwork abilities, or positive attributes that make them stand out.] [Include any relevant achievements, awards, or recognition that the candidate has received during their time working with you.]
In summary, [Candidate's Full Name] is an exceptional individual with [his/her/their] outstanding [mention specific skills] and [mention another key strength]. I am confident that [he/she/they] will make a valuable contribution to your [team/organization/project] and will excel in the [position or purpose] for which [he/she/they] are being considered.
Please do not hesitate to contact me if you require any further information. I am more than willing to provide additional insights into [Candidate's Full Name] and [his/her/their] qualifications.
Thank you for considering my recommendation. I believe that [Candidate's Full Name] will be a tremendous asset to your [team/organization/project].
Sincerely,
[Your Full Name]
[Your Title/Position]
[Your Organization]
[Your Contact Information]
