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

[Name][Title][Organization][Address][City, State, Zip Code]
Dear Mr./Mrs./Ms. [Last Name],

I am writing to you to confidently recommend [Name] as a candidate for [position] with [Company].

As a [position], [Name] has worked with me at [Company] for [length of time].

During that time, I thoroughly enjoyed working with [Name]. While employed with us here at [Company], [Name] demonstrated critical skills, knowledge and abilities that will make [him/her] a valuable employee to your company.

While working with [Name], I observed on several occasions that [his/her] knowledge of [specific subject/skill] was extensive. In fact, on numerous occasions [Specific story related to their skills at a particular job or task that relates directly to the position they are now applying for].

In addition, [Name] is a team player and has demonstrated time and time again a willingness to go above and beyond. [Name] is a hard-working, dependable, knowledgeable individual and I consider [him/her] to have been a true asset to myself, the team and the company overall.

Please don’t hesitate to contact me at [your contact information here] should you have any questions or would like to discuss [Name]’s qualifications and skills in greater detail. I would be more than happy to expand further on my endorsement.

Sincerely,

[Your Name] [signature]
