Recommendation Letter
[City], [Date]

[Name and Address of the Recommender]
[Name of the Institution, Organization, or Contact Person (if applicable)]
[Address of the Institution or Contact Person (if applicable)]

Subject: Recommendation Letter for [First and Last Name of the Person]
Dear [Name of the Contact Person or “To Whom It May Concern”],

It is with great pleasure that I write this recommendation letter for [First and Last
Name of the Person], whom I have known for [time period, e.g., two years] in my
capacity as [relationship, e.g., supervisor, professor, colleague]. During this time, |
have come to know [First and Last Name of the Person] as a highly dedicated,
professional, and reliable individual, exceptionally well-suited for [purpose, e.g., a
professional position, academic program, or specific project].

[First and Last Name of the Person] has demonstrated outstanding qualities in the
following areas:

o [Example 1, e.g., exceptional performance in [specific task or field]]
o [Example 2, e.g., strong collaboration in team projects]
o [Example 3, e.g., proactive problem-solving and initiative]

In my experience, [First and Last Name of the Person] has shown a remarkable
ability to [key quality 1, e.g., deliver high-quality results under pressure], which has
led to [specific observation, e.g., successful completion of complex projects].
Particularly impressive is his/her [key quality 2, e.g., ability to adapt to new
challenges], which significantly contributed to [further observation, e.g., a positive
impact on team dynamics]. His/her approach is characterized by diligence, attention to
detail, and a strong commitment to excellence.

In interpersonal interactions, [First and Last Name of the Person] excels through
his/her [key personal strength 1, e.g., excellent communication skills] and [key
personal strength 2, e.g., ability to foster collaborative relationships]. He/she is
known for his/her respectful, cooperative, and professional demeanor, making him/her a
valued member of our team/community.

Based on his/her exceptional qualities and competencies, particularly in the areas of
[key strength 1, e.g., technical expertise] and [key strength 2, e.g., teamwork], |
wholeheartedly recommend [First and Last Name of the Person] for [purpose, e.g.,
the position, program, or opportunity]. I am confident that he/she will make a
significant and positive contribution to your organization/project.

Should you require any further information, please feel free to contact me at [email
address or phone number].

Sincerely,



[First and Last Name of the Recommender]

[Position or Relationship to the Person, e.g., Supervisor, Professor]
[Name of the Institution or Organization (if applicable)]

[Contact Information]



