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Anyone	who's	applied	for	a	job	knows	how	important	recommendation	letters	can	be	to	getting	hired.	While	you've	probably	asked	for	a	reference	letter	in	the	past,	you	may	be	less	familiar	with	writing	one.	If	someone	asks	you	for	a	reference,	how	can	you	produce	a	great	letter	that	will	help	your	employee,	colleague,	or	friend	get	hired?	To	help	you
through	the	writing	process,	we're	providing	nine	samples	of	effective	letters	of	recommendation	(scroll	down	to	skip	to	the	samples!).	By	reading	through	these	examples,	you'll	gain	a	clear	understanding	of	how	to	structure	your	own	letters.	Before	getting	to	the	free	recommendation	letter	samples,	let's	briefly	review	the	role	that	reference	letters
play	in	the	hiring	process.	Why	are	they	important,	and	what	makes	some	stand	out	over	others?	Why	Are	Recommendation	Letters	Important?	Many	employers	request	recommendation	letters	to	help	them	decide	who	to	hire	or	internally	promote.	Throughout	the	hiring	process,	the	applicant	strives	to	present	herself	in	the	best	light.	Beyond	the
interview	and	resume,	hiring	managers	look	to	recommendation	letters	to	confirm	the	candidate's	qualifications	and	to	gain	insight	from	an	outside	party.	The	hiring	manager	wants	to	know	what	experiences	the	candidate	will	bring	to	the	new	role,	how	she'll	contribute	to	the	company	or	organization,	and	how	she'll	behave	in	the	day-to-day.
Recommendation	letters	can	point	to	a	candidate's	future	performance	by	talking	about	her	past	achievements.	Reference	letters	can	also	shed	light	on	what	it's	like	to	manage,	work	with,	or,	in	the	case	of	a	character	reference,	be	friends	with	the	person	under	consideration.	They	complement	the	candidate's	story	and	suggest	what	she'll	bring	to
the	table	in	her	next	job.	If	you	get	asked	to	write	a	letter	for	someone,	it's	safe	to	assume	you	want	to	do	a	good	job.	Helping	someone	get	hired	is	not	just	a	satisfying	good	deed,	but	it's	also	good	professional	karma!	So	how	can	you	turn	those	good	intentions	into	a	stand-out	employee	letter	of	recommendation?	Each	letter	will,	of	course,	be
different,	but	good	letters	share	certain	key	features.	Read	on	to	learn	about	three	important	characteristics	of	strong	reference	letters.	Your	recommendation	letter's	not	the	time	to	be	cagey	about	your	identity!	The	hiring	manager	wants	to	know	who	you	are	and	why	you're	qualified	to	recommend	the	applicant.	What	Makes	a	Recommendation
Letter	Stand	Out?	3	Key	Features	Strong	letters	give	positive	descriptions	of	a	candidate's	skills	in	a	concise	and	powerful	way.	Beyond	using	language	that's	clear	and	error-free,	what	elements	should	your	recommendation	letter	include	to	be	effective?	As	you	write	your	letter,	make	sure	it	does	the	following:	#1:	Explains	Why	You're	Qualified	to
Recommend	the	Candidate	In	order	to	hold	weight,	a	recommendation	letter	should	come	from	a	reputable	source.	If	an	employer	wants	a	professional	reference,	then	the	writer	of	that	letter	probably	worked	with	the	candidate	in	a	supervisory	capacity.	Some	employers	will	also	be	interested	in	letters	from	a	colleague	or,	occasionally,	a	friend,
neighbor,	or	family	member.	Most	letters,	though,	will	be	written	by	a	supervisor,	manager,	or	boss	of	some	sort.	In	the	first	paragraph,	you	should	explain	who	you	are	and	how	you	know	the	candidate.	How	long	did	you	work	with	her	and	in	what	capacity?	By	explaining	your	relationship,	you	show	that	you're	qualified	to	give	an	honest	assessment.
If	someone	who	feels	like	a	relative	stranger	asks	you	to	write	a	letter,	you	might	consider	declining	or	recommending	someone	else	to	write	it.	If	you	didn't	get	to	know	the	candidate's	work	performance	or	only	did	so	in	a	way	completely	unrelated	to	the	new	position,	then	you	might	not	be	able	to	provide	a	helpful	letter	of	recommendation	from
employer	to	employee.	The	best	letters	are	written	by	people	who	can	speak	to	the	candidate's	skills	and	accomplishments.	Make	sure	to	state	clearly	in	the	beginning	of	your	letter	who	you	are	and	why	your	opinion	matters.	#2:	Customized	to	the	New	Position	While	you	should	speak	to	the	candidate's	accomplishments	in	her	past	role,	you	should
also	show	why	she'd	make	a	good	fit	in	the	next	one.	Even	if	the	candidate's	making	a	career	change,	you	can	explain	why	she'll	be	able	to	do	well	in	the	new	industry.	Here's	where	open	communication	with	the	applicant	is	important.	She	should	share	the	job	description	so	you	have	a	clear	understanding	of	the	position's	requirements.	As	the	writer,
you're	not	expected	to	do	much	research	on	the	new	job.	The	candidate	should	provide	you	with	everything	you	need	to	know	to	customize	your	letter.	By	drawing	on	this	information,	you	can	express	confidence	that	the	candidate	will	succeed	in	the	new	role.	Then	when	the	hiring	manager	reads	your	letter,	she'll	feel	reassured	that	the	candidate
would	make	a	good	fit.	#3:	Uses	Specific	Examples	and	Anecdotes	Finally,	and	perhaps	most	importantly,	your	letter	should	provide	specific	examples	about	the	candidate.	Don't	just	list	adjectives	like,	"friendly,	intelligent,	and	hard-working";	instead,	present	circumstances	in	which	the	candidate	demonstrated	those	qualities.	To	borrow	a	favorite
phrase	of	English	teachers,	"show,	don't	just	tell."	Not	only	will	examples	point	to	the	value	the	candidate	brought	to	your	organization	or	company,	but	they'll	also	paint	a	picture	of	how	she	works	in	day-to-day	operations.	Using	two	to	three	specific	anecdotes	in	your	letter	will	boost	its	level	of	persuasiveness.	It	will	also	sidestep	a	common	rec	letter
trap:	becoming	a	generic	list	of	cliches.	Just	as	you	should	only	write	a	recommendation	letter	if	you	feel	qualified	to	assess	the	candidate,	you	should	also	only	write	it	if	you	can	provide	a	great	one.	While	you	don't	want	to	go	over	the	top	and	sound	insincere,	your	letter	should	be	a	strongly	positive	endorsement.	Sample	Recommendation	Letters	As
you	read	through	the	nine	free	job	recommendation	letters	below,	notice	how	they	all	share	the	three	key	features	described	above,	even	though	they	differ	in	terms	of	their	source	and	target	audience.	Below	are	nine	sample	recommendation	letters,	each	followed	by	an	analysis	of	what	it	does	well!	After	checking	out	the	above	samples	of
recommendation	letters,	read	on	for	some	final	thoughts	on	how	to	write	an	excellent	letter	of	recommendation	for	an	employee,	coworker,	or	friend.	Now	that	you've	got	all	the	building	blocks,	you	can	put	them	together	into	a	powerful	letter	of	recommendation!	Writing	Strong	Letters	of	Recommendation:	Final	Thoughts	While	the	above	samples	of
recommendation	letters	will	help	guide	you	through	the	letter	writing	process,	they	can't	look	exactly	like	your	final	product.	Writing	a	letter	is	a	significant	undertaking,	as	it	requires	you	to	customize	your	words	to	the	candidate	and	make	your	letter	unique.	Even	though	the	specifics	will	vary,	strong	letters	of	recommendation	do	have	certain
features	in	common.	Each	letter	should...	Use	an	Official	Format	The	sample	letters	show	the	proper	format	for	a	recommendation	letter.	They	have	the	employer's	name,	position,	company,	and	company's	address	at	the	top.	To	give	one	example,	here's	the	header	for	recommendation	letter	sample	#1:	Ms.	Greta	JohanssenSales	ManagerStreambase
Corp.66	Western	BoulevardSanta	Fe,	New	Mexico	87500	You	should	also	use	official	letterhead	that	has	your	name	and	contact	information	across	the	top,	in	whatever	way	you've	chosen	to	present	it.	Each	letter	is	addressed	to	a	specific	person,	a	greeting	that's	more	personal	than,	"Dear	Hiring	Manager."	Typically,	paragraphs	are	single-spaced
with	a	double	space	in	between	each	one.	Finally,	every	letter	concludes	with	an	invitation	to	contact	the	writer	for	any	further	information.	Then	the	writer	may	include	her	position,	company,	phone	number,	and	email	below	her	name.	Start	with	a	Strong	Opener	The	strongest	letters	start	out	with	an	immediate	statement	of	support.	They	might	say,
"It's	my	honor,"	"It's	my	pleasure,"	or	"I'm	very	pleased	to	provide	this	letter	of	recommendation	for	Joe."	Stating	the	obvious	with	a	sentence	like,	"I'm	writing	to	recommend	Joe,"	looks	weak	beside	a	more	enthusiastic	opener.	In	the	first	paragraph,	explain	who	you	are	and	why	you're	qualified	to	recommend	the	candidate.	Write	a	line	or	two	of
praise	about	her	professional	and	personal	strengths,	perhaps	with	a	summary	of	the	main	points	you'll	present	in	the	rest	of	the	letter.	Include	Two	to	Three	Specific	Examples	As	mentioned	above,	strong	letters	typically	include	two	to	three	body	paragraphs	with	specific	anecdotes	about	the	candidate.	They	don't	just	describe	the	applicant's	great
qualities	and	accomplishments;	they	give	examples	and	prove	to	her	prospective	employer	that	she's	made	achievements	in	the	past	that	predict	future	success.	You	might	talk	about	a	project	or	responsibility	of	the	applicant	or	the	value	she's	brought	to	your	company.	Consider	relevant	qualities	like	flexibility,	initiative,	leadership,	growth,
collaboration,	interpersonal	skills,	and/or	ability	to	perform	within	a	certain	environment	or	culture.	To	Sum	Up...	Depending	on	your	relationship	with	the	candidate,	you	might	focus	more	on	her	work	performance	or	personal	character	in	your	recommendation	letter.	An	employer	will	focus	more	heavily	on	professional	skills	while	a	coworker	may
add	personal	qualities.	A	friend	or	neighbor	providing	a	character	reference	would	produce	the	most	personal	letter.	It	falls	upon	the	candidate	to	choose	her	recommenders	wisely	and	to	share	any	relevant	information	about	the	prospective	position	to	help	them	write	the	best	letter	they	can.	As	long	as	you	incorporate	the	key	features	discussed
above	and	take	the	time	to	make	your	letter	positive	and	specific,	you'll	provide	a	strong	recommendation	letter	that	will	help	your	employee,	colleague,	or	friend	get	hired.	And	who	knows—perhaps	in	a	year	or	two,	she'll	be	writing	a	recommendation	letter	for	you!	What's	Next?	Are	you	tasked	with	writing	a	recommendation	letter	for	a	student
applying	to	college?	If	so,	check	out	these	samples	of	recommendation	letters	from	teachers	and	counselors,	along	with	additional	writing	tips	and	a	thorough	recommendation	letter	template!	Have	any	questions	about	this	article	or	other	topics?	Ask	below	and	we'll	reply!	Dear	[Admissions	Committee/	Dean	of	Admissions],	I	[Recommender’s	Name]
am	delighted	to	write	this	letter	to	recommend	admission	of	Ms.	[Candidate's	Name]	for	the	[Course	Name]	course	at	your	esteemed	institution.	[Candidate's	Name]	has	worked	with	us	at	[company_name]	as	an	[job_title/	designation]	for	the	past	[years	in	figure]	years,	since	[start	date]	to	[end	date].	[He/She/They]	have	[reported	to	me/	worked	with
me]	during	my	position	as	[Recommender’s	_Job_Title].	[He/She/They]	had	risen	to	the	rank	of	[Promoted_rank]	in	[Month	and	Year]	within	such	a	short	span	due	to	her	diligence,	hard	work,	and	innovative	aptitude.	One	of	Ms.	[Candidate's	Name]'s	notable	strengths	lies	in	her	confidence	and	exceptional	leadership	abilities.	Whenever	required,
[Candidate's	Name]	always	guided	his	team	members	towards	the	right	approach	to	achieve	the	desired	objective.	Furthermore,	[Candidate's	Name]	is	an	extremely	organized	and	self-motivated	individual	and	has	excellent	communication	skills.	We	have	clients	from	different	backgrounds,	cultures,	and	experiences,	but,	[He/She/They]	managed	to
gel	in	pretty	well	and	established	a	good	rapport.	[Candidate's	Name]	made	sure	[He/She/They]	communicated	clearly	with	the	clients	and	maintained	the	timeliness	of	our	deliverables.	[Candidate's	Name]	demonstrated	her	oral	articulateness	in	all	discussions	and	focused	on	solving	any	queries	or	issues	that	arose.	Since	the	beginning,	her
intentions	are	understanding	the	system	from	grassroots	level	and	taking	initiatives	to	improve	the	working	procedures.	She	likes	to	challenge	herself	and	sets	goals	that	may	seem	difficult	to	others,	but	the	leader	and	the	executor	in	her	know	how	to	take	things	forward	and	make	them	work.	Despite	all	[his/her]	strengths,	[Candidate's	Name]	tends
to	be	a	perfectionist,	which	could	be	counted	as	one	of	her	weaknesses.	[He/She]	takes	the	conundrum	"if	you	want	something	done	right,	do	it	yourself"	too	seriously.	At	times,	this	exerts	too	much	pressure	on	[himself/herself],	ending	up	slowing	down	things.	[Candidate's	name]	started	understanding	this	mistake	and	understood	the	significance	of
teamwork,	which	reflected	straight	into	her	work	after	such	an	incident.	[Candidate's_name]	is	a	delight	to	work	with.	His/her	working	style	and	efforts	permanently	enhanced	several	work	procedures	in	our	company.	Given	a	chance,	I	would	love	to	hire	[him/her/them]	again.	I	strongly	recommend	[Candidate's	Name]'s	admission	to	your	esteemed
university.	I	believe	that	higher	education	opportunities	at	a	world-class	institution	like	yours	will	add	a	new	dimension	to	[his/her]	career.	Furthermore,	I	am	confident	that	[Mr./Ms./Mrs._Candidate's	Name]	will	thrive	in	the	[Course_Name]	program	and	emerge	as	a	more	resourceful	and	capable	professional.	If	you	have	any	further	questions	about
[him/her/them],	feel	free	to	reach	me	at	my	contact	details	provided	below.	Sincerely,	[Name	of	Recommender]	Designation	Email	id:	Phone	number:	If	you	have	ever	applied	for	a	job	or	a	higher	education	program,	you	have	most	likely	been	asked	to	provide	a	recommendation	letter	from	an	employer.	But	what	exactly	is	a	recommendation	letter?	A
recommendation	letter,	also	known	as	a	reference	letter,	is	a	document	written	by	a	current	or	former	employer	that	outlines	your	work	experience,	professional	achievements,	and	character	traits.	It	serves	as	a	reference	point	for	the	hiring	manager	or	admissions	officer	and	provides	insight	into	your	qualifications	and	potential	as	a	candidate.	The
purpose	of	a	recommendation	letter	is	to	give	the	recipient	an	idea	of	your	strengths,	weaknesses,	and	abilities.	It	also	helps	differentiate	you	from	other	applicants	by	providing	additional	information	that	isn’t	included	in	your	resume	or	application.	In	today’s	competitive	job	market	or	educational	landscape,	a	strong	recommendation	letter	can	make
a	significant	impact	and	increase	your	chances	of	success.	Understanding	the	Structure	of	a	Recommendation	Letter	A	well-written	recommendation	letter	can	help	a	candidate	stand	out	from	the	competition	and	secure	their	dream	job	or	academic	program.	One	of	the	key	components	of	writing	a	compelling	recommendation	letter	is	understanding
the	structure	and	format	that	it	should	follow.	Here	are	the	key	components	you	need	to	keep	in	mind:	Introduction	The	introduction	of	a	recommendation	letter	should	include	an	opening	sentence	that	establishes	your	relationship	with	the	candidate	and	the	purpose	of	the	letter.	You	should	also	include	information	about	the	candidate,	such	as	their
name,	the	position	they	are	applying	for,	and	how	you	know	them.	For	example,	you	might	open	the	letter	by	saying:	“I	am	writing	to	recommend	[Candidate	Name]	for	the	[Position	or	Program]	at	[Company	or	Institution].	I	have	had	the	pleasure	of	working	with	[Candidate	Name]	for	[duration,	such	as	several	years]	in	my	role	as	[Your	Position],	and
I	can	attest	to	their	exceptional	skills	and	qualities.”	Body	Paragraphs	The	body	paragraphs	of	the	recommendation	letter	should	provide	specific	examples	that	illustrate	why	the	candidate	is	an	excellent	fit	for	the	position	or	program.	You	should	highlight	the	candidate’s	key	skills,	accomplishments,	and	personal	qualities	that	make	them	stand	out.
To	make	your	letter	more	compelling,	consider	using	specific	examples	and	anecdotes	that	demonstrate	the	candidate’s	strengths.	You	might	also	use	quantitative	data	or	metrics,	such	as	sales	figures	or	academic	achievements,	to	support	your	claims.	Conclusion/Recommendation/Endorsement	In	the	conclusion	of	your	recommendation	letter,
summarize	your	thoughts	on	the	candidate’s	skills	and	qualities,	and	provide	a	clear	recommendation.	You	might	also	include	specific	phrases	or	sentences	that	emphasize	the	candidate’s	potential	for	success.	For	example,	you	might	write:	“I	wholeheartedly	recommend	[Candidate	Name]	for	the	[Position	or	Program].	Based	on	my	experience
working	with	[Candidate	Name],	I	am	confident	that	they	will	excel	in	this	role	and	bring	significant	value	to	[Company	or	Institution].”	Closing/Signature	Finally,	the	closing	of	your	recommendation	letter	should	include	your	contact	information,	signature,	and	any	other	relevant	details.	You	might	also	include	a	simple	statement	expressing	your
willingness	to	provide	further	information	or	support	if	needed.	For	example,	you	might	write:	“Please	feel	free	to	contact	me	if	you	have	any	further	questions	or	require	additional	information.	Thank	you	for	considering	[Candidate	Name]	for	the	[Position	or	Program].”	By	following	these	guidelines,	you	can	write	a	recommendation	letter	that	will
make	a	lasting	impression	on	potential	employers	or	academic	institutions.	Good	luck!	Guidelines	for	Requesting	a	Recommendation	Letter	When	it	comes	to	requesting	a	recommendation	letter,	there	are	a	few	guidelines	you	should	follow.	Not	only	can	these	guidelines	help	ensure	that	you	get	the	best	possible	recommendation	letter,	but	they	can
also	help	make	the	process	smoother	for	both	you	and	your	recommender.	Timing	and	Who	to	Ask	First	and	foremost,	it’s	important	to	think	about	timing	and	who	you	should	ask	for	a	recommendation	letter.	Ideally,	you	should	ask	someone	who	knows	you	well	and	can	speak	to	your	skills	and	abilities.	This	could	be	a	former	employer,	professor,
mentor,	or	someone	else	who	has	worked	closely	with	you	in	a	professional	or	academic	setting.	In	terms	of	timing,	it’s	best	to	give	your	recommender	ample	notice.	Aim	to	ask	at	least	a	few	weeks	in	advance,	if	not	longer.	This	gives	your	recommender	time	to	think	about	what	they’d	like	to	say	about	you	and	to	write	a	thoughtful,	personalized
recommendation	letter.	Types	of	Recommendation	Letters	Needed	Another	guideline	to	consider	is	the	types	of	recommendation	letters	you	might	need.	Depending	on	your	situation,	you	may	need	different	types	of	recommendation	letters.	For	example,	if	you’re	applying	to	graduate	school,	you’ll	likely	need	academic	recommendation	letters.	On	the
other	hand,	if	you’re	applying	for	a	job,	you	may	need	a	professional	recommendation	letter.	It’s	important	to	be	clear	about	what	types	of	recommendation	letters	you	need	when	you	make	your	request.	This	can	help	your	recommender	write	a	letter	that	is	tailored	to	the	specific	purpose	and	audience.	Preparing	Necessary	Documentation	for	the
Request	Before	you	make	a	request	for	a	recommendation	letter,	it’s	also	important	to	gather	any	necessary	documentation.	This	might	include	a	copy	of	your	resume,	a	list	of	your	accomplishments,	or	other	supporting	materials.	By	providing	your	recommender	with	this	information,	you	can	make	it	easier	for	them	to	write	a	strong,	detailed	letter.
Tips	for	Making	the	Request	Successfully	Finally,	there	are	a	few	tips	to	keep	in	mind	when	making	a	request	for	a	recommendation	letter.	First,	be	clear	and	specific	about	the	type	of	recommendation	letter	you	need	and	why	you’re	asking	for	it.	Second,	provide	plenty	of	notice	and	give	your	recommender	ample	time	to	write	the	letter.	Third,	make
it	easy	for	your	recommender	by	providing	any	necessary	documentation	or	information.	And	finally,	be	sure	to	follow	up	and	express	your	gratitude	for	their	time	and	effort	in	writing	the	letter.	When	it	comes	to	requesting	a	recommendation	letter,	it’s	important	to	think	about	timing	and	who	to	ask,	the	types	of	recommendation	letters	needed,
preparing	necessary	documentation	for	the	request,	and	tips	for	making	the	request	successfully.	By	following	these	guidelines,	you	can	help	ensure	that	you	get	a	strong,	personalized	recommendation	letter	that	can	help	you	achieve	your	goals.	Tips	for	Writing	a	Strong	Recommendation	Letter	Crafting	a	compelling	recommendation	letter	requires	a
strategic	approach	to	ensure	your	message	comes	across	effectively.	Here	are	some	essential	tips	to	consider:	1.	Setting	the	tone	of	the	letter	The	tone	of	your	recommendation	letter	should	be	professional	and	positive,	reflecting	the	candidate’s	ability	to	excel	in	their	field	or	area	of	expertise.	It’s	essential	to	highlight	the	candidate’s	strengths	and
accomplishments	while	being	mindful	of	how	the	tone	comes	across	to	the	recipient.	Your	letter	should	provide	insights	into	the	candidate’s	unique	abilities	and	how	they	contributed	to	the	success	of	your	organization.	It’s	crucial	to	emphasize	their	strengths	while	highlighting	specific	examples	of	their	work	that	showcase	their	strengths.	Backing
your	statements	up	with	specific	examples	of	the	candidate’s	achievements	is	vital.	This	helps	the	reader	better	understand	how	the	candidate’s	skills	and	abilities	make	them	an	ideal	candidate	for	the	position	they	are	applying	for.	4.	Avoiding	generic	statements	Steer	clear	of	general	statements	that	fail	to	demonstrate	the	candidate’s	unique
qualities.	Instead,	focus	on	their	specific	contributions	and	achievements.	This	will	help	the	reader	gain	a	better	understanding	of	the	candidate’s	role	in	their	previous	position,	and	how	it	would	apply	to	the	position	they	are	applying	for.	5.	Being	honest	and	straightforward	While	it’s	important	to	highlight	the	candidate’s	skills	and	accomplishments,
it’s	also	necessary	to	maintain	an	honest	and	straightforward	approach.	This	means	communicating	your	honest	assessment	of	their	skills	and	abilities,	even	if	it	occasionally	includes	constructive	criticism.	The	recipient	will	appreciate	your	candid	feedback,	and	it	will	help	the	candidate	identify	areas	for	improvement.	A	strong	recommendation	letter
requires	careful	attention	to	detail,	a	positive	but	professional	tone,	and	specific	examples	of	achievements	that	display	the	candidate’s	strengths	and	abilities.	By	following	these	tips	and	staying	true	to	your	assessment	of	the	candidate’s	abilities,	you	can	increase	the	likelihood	of	the	candidate’s	success	in	their	future	endeavors.	Elements	to	Include
in	a	Recommendation	Letter:	A	recommendation	letter	serves	as	a	formal	endorsement	of	an	individual’s	skills,	experience,	and	personal	qualities.	As	a	seasoned	professional,	it	is	important	to	craft	a	recommendation	letter	that	accurately	and	positively	reflects	a	candidate’s	abilities.	The	following	elements	should	be	included	in	a	recommendation
letter:	Professional	Introduction	Begin	the	recommendation	letter	with	a	professional	introduction	that	includes	your	name,	position,	and	a	brief	statement	about	your	relationship	with	the	candidate.	This	helps	to	establish	your	credibility	and	sets	the	tone	for	the	rest	of	the	letter.	Describe	your	relationship	with	the	candidate	and	the	context	in	which
you	worked	with	them.	This	could	include	details	on	the	length	of	time	you	have	known	the	candidate	and	the	capacity	in	which	you	have	interacted	with	them.	Provide	a	summary	of	the	candidate’s	skills	and	experience	that	make	them	a	suitable	fit	for	the	position	they	are	applying	for.	This	could	include	details	on	their	educational	background,
professional	accomplishments,	and	relevant	industry	experience.	To	exemplify	the	candidate’s	capabilities,	provide	specific	examples	of	their	professional	achievements.	These	could	include	successful	projects,	awards	or	recognitions	they	received,	or	noteworthy	contributions	to	their	team	or	organization.	Personal	Qualities	and	Characteristics
Highlight	personal	qualities	and	characteristics	that	make	the	candidate	outstanding.	This	could	include	their	work	ethic,	leadership	skills,	interpersonal	skills,	or	any	other	qualities	that	set	them	apart	from	others.	Describing	personal	qualities	can	help	build	a	more	holistic	picture	of	the	candidate	beyond	their	technical	or	professional	skills.	Final
Endorsement	and	Recommendation	End	the	recommendation	letter	by	restating	your	endorsement	of	the	candidate	and	recommending	them	for	the	position	they	are	applying	for.	Use	this	final	section	to	summarize	why	you	believe	the	candidate	is	a	strong	fit	for	the	job	and	how	their	skills,	experience,	and	personal	qualities	will	contribute	to	their
success	in	the	role.	Crafting	a	well-written	and	thoughtful	recommendation	letter	takes	time	and	effort,	but	it	is	an	excellent	way	to	help	a	deserving	candidate	stand	out	from	the	competition.	By	including	these	essential	elements,	you	can	create	a	compelling	recommendation	that	highlights	a	candidate’s	strengths	and	sets	them	up	for	success.
Sample	Recommendation	Letter	from	Employer	In	this	section,	we	will	provide	a	sample	recommendation	letter	from	an	employer	for	the	benefit	of	readers	looking	to	write	a	strong	letter	of	recommendation.	This	letter	has	been	written	by	a	previous	supervisor	who	is	recommending	their	former	employee	for	a	new	job	opportunity.	Explanation	of
why	the	letter	is	a	strong	recommendation	The	sample	letter	is	seen	as	a	strong	recommendation	because	it	is	written	not	just	by	any	employer,	but	by	a	previous	supervisor	who	can	speak	to	the	employee’s	performance,	abilities,	and	character.	The	letter	uses	specific	examples	to	highlight	the	employee’s	strengths	and	accomplishments,	giving	the
letter	more	weight	and	credibility.	Furthermore,	the	letter	is	positive	and	enthusiastic,	conveying	a	genuine	desire	to	recommend	the	employee	for	the	new	position.	Analysis	of	the	structure	and	content	of	the	letter	The	letter	follows	a	standard	structure	that	opens	with	a	salutation	and	introduction,	followed	by	a	brief	explanation	of	the	context	of	the
recommendation.	The	body	of	the	letter	then	outlines	the	employee’s	skills,	achievements,	and	character	traits,	providing	specific	examples	to	validate	each	claim.	The	letter	then	concludes	with	a	strong	endorsement	of	the	employee	and	a	recommendation	for	their	consideration	for	the	new	position.	In	terms	of	content,	the	letter	provides	specific
examples	of	the	employee’s	contributions	to	their	previous	role,	highlighting	their	work	ethic,	interpersonal	skills,	and	abilities	to	work	under	pressure.	The	letter	also	comments	on	the	employee’s	character,	describing	them	as	reliable,	trustworthy,	and	having	a	positive	attitude.	Each	claim	made	in	the	letter	is	supported	by	specific	examples,
strengthening	the	letter’s	impact	and	persuasiveness.	Key	takeaways	from	the	sample	letter	There	are	several	key	takeaways	from	this	sample	letter	that	can	be	useful	for	anyone	writing	a	recommendation	letter	for	an	employee.	Firstly,	it	is	essential	to	highlight	the	employee’s	strengths	and	capabilities,	citing	specific	examples	to	support	each
claim.	Secondly,	it	is	crucial	to	convey	enthusiasm	and	confidence	in	the	employee’s	abilities	to	perform	well	in	the	new	role	they	are	being	recommended	for.	Finally,	it	is	important	to	write	positively,	using	language	that	is	supportive	and	complimentary.	These	elements	are	all	present	in	the	sample	letter,	making	it	an	effective	tool	for	anyone	writing
a	letter	of	recommendation	for	an	employee.	The	sample	recommendation	letter	from	an	employer	is	a	useful	resource	for	anyone	looking	to	write	a	strong	letter	of	recommendation.	The	letter	is	positive,	specific,	and	structured	in	a	way	that	effectively	highlights	the	employee’s	strengths	and	potential.	By	following	the	key	takeaways	outlined	above,
anyone	can	write	an	effective	recommendation	letter	that	helps	their	employee	secure	their	dream	job.	How	to	Use	a	Recommendation	Letter	Effectively:	Once	you	receive	a	recommendation	letter	from	your	employer,	there	are	various	ways	you	can	use	it	to	your	advantage.	Here	are	some	ways	you	can	use	a	recommendation	letter	effectively:
Sending	the	Recommendation	Letter	If	you	are	applying	for	a	new	job	or	program,	it	is	recommended	to	send	your	recommendation	letter	with	your	application.	This	will	give	potential	employers	or	program	coordinators	an	idea	of	your	capabilities	and	skills	as	vouched	by	your	former	employer.	Following	up	with	the	Recipient	After	sending	the
recommendation	letter,	it	is	important	to	follow	up	with	the	recipient,	whether	it’s	a	potential	employer	or	a	program	coordinator.	A	simple	email	or	call	thanking	them	for	their	time	and	consideration	can	go	a	long	way	in	solidifying	your	candidacy.	Using	the	Letter	as	a	Reference	in	Job	Interviews	A	recommendation	letter	can	also	be	used	as	a
reference	during	job	interviews.	If	the	interviewer	asks	for	references,	you	can	provide	your	recommendation	letter	as	one	of	your	references.	This	will	give	the	interviewer	a	more	in-depth	analysis	of	your	performance	from	your	former	employer.	Incorporating	the	Letter	into	a	Professional	Portfolio	Professional	portfolios	are	a	great	way	to	showcase
your	accomplishments	and	work	experience.	Including	your	recommendation	letter	in	your	portfolio	will	give	potential	employers	or	clients	insight	into	your	work	ethic	and	capabilities.	It	also	adds	an	extra	layer	of	authenticity	and	credibility	to	your	portfolio.	A	recommendation	letter	can	be	a	powerful	tool	in	securing	a	new	job	or	program.	Knowing
how	to	use	it	effectively	can	significantly	increase	your	chances	of	success.	Common	Mistakes	to	Avoid	When	Writing	a	Recommendation	Letter:	As	an	experienced	writer	of	recommendation	letters,	there	are	common	mistakes	that	I	have	observed	that	you	should	avoid	as	you	write	your	own.	These	mistakes	include:	Being	Overly	Negative	or	Critical
It’s	easy	to	underestimate	the	harm	that	negative	or	overly	critical	comments	can	do	to	a	person’s	chances	of	securing	a	job	or	admission	to	a	program.	Therefore,	always	approach	your	recommendation	letters	with	a	positive	mindset,	focusing	on	the	person’s	strengths	and	capabilities	rather	than	dwelling	on	their	shortcomings.	Focusing	on
Irrelevant	or	Insignificant	Details	While	it’s	important	to	include	details	about	the	person’s	qualifications,	achievements,	and	abilities,	you	need	to	be	careful	not	to	stray	into	territory	that	is	irrelevant	or	insignificant.	Your	focus	should	always	be	on	the	person’s	suitability	for	the	job	or	program	they	are	applying	for.	Lacking	Specificity	or	Detail
Remember,	the	purpose	of	your	letter	is	to	help	the	person	stand	out	as	a	strong	candidate.	Therefore,	it’s	crucial	that	you	provide	specific	details	and	examples,	especially	those	that	showcase	the	person’s	accomplishments	and	unique	abilities.	Including	Inappropriate	or	Unprofessional	Content	In	order	for	your	letter	to	be	taken	seriously,	it	needs	to
be	professional	and	free	of	inappropriate	content.	Avoid	any	comments	or	details	that	could	be	viewed	as	unprofessional,	including	anything	that	could	be	seen	as	uncouth	or	discriminatory.	Being	Biased	or	Overly	Personal	Though	it’s	tempting	to	write	about	your	personal	relationship	with	the	person	you	are	recommending,	it’s	important	that	your
letter	remains	objective	and	free	from	any	bias.	Focus	on	the	person’s	qualifications,	achievements	and	abilities	that	are	relevant	to	the	position	they	are	applying	for.	By	avoiding	these	common	mistakes,	you	can	ensure	that	your	recommendation	letter	presents	the	person	you	are	recommending	in	the	best	way	possible.	Frequently	Asked	Questions
about	Recommendation	Letters:	If	you’re	applying	for	a	job,	scholarship,	or	any	program	that	requires	a	recommendation	letter,	you	might	have	questions	about	what	it	is,	who	should	write	it,	how	long	it	should	be,	and	who	it	should	be	addressed	to,	among	other	things.	In	this	section,	we’ll	answer	some	of	the	most	common	questions	about
recommendation	letters.	What	is	the	purpose	of	a	recommendation	letter?	A	recommendation	letter	is	a	document	that	provides	a	testimony	of	your	character,	skills,	achievements,	and	potential.	It	is	usually	written	by	someone	who	knows	you	well	and	can	vouch	for	your	qualifications	and	suitability	for	a	particular	position,	program	or	opportunity.
The	purpose	of	a	recommendation	letter	is	to	complement	your	resume	or	application	by	providing	an	independent	perspective	on	your	strengths,	attitude,	and	contributions.	Who	should	write	a	recommendation	letter?	Ideally,	a	recommendation	letter	should	be	written	by	someone	who	has	worked	closely	with	you,	supervised	you,	or	taught	you.	It
could	be	your	current	or	former	employer,	manager,	professor,	mentor,	coach,	or	colleague.	The	key	is	that	they	should	have	first-hand	knowledge	of	your	abilities,	work	ethic,	and	interpersonal	skills.	Moreover,	they	should	be	able	to	highlight	specific	examples	of	your	accomplishments	and	contributions	that	demonstrate	your	potential	for	success	in
the	role	you’re	applying	for.	How	long	should	a	recommendation	letter	be?	The	length	of	a	recommendation	letter	may	vary	depending	on	the	context,	but	most	letters	are	usually	between	one	and	two	pages	long.	However,	the	quality	of	the	letter	matters	more	than	its	length.	A	good	recommendation	letter	should	provide	enough	details	and	examples
to	support	the	claims	made	about	your	qualifications,	but	it	shouldn’t	be	too	long	or	repetitive.	Ideally,	it	should	be	concise,	clear,	and	well-organized.	Who	should	a	recommendation	letter	be	addressed	to?	The	person	or	organization	that	requests	the	recommendation	letter	usually	specifies	who	it	should	be	addressed	to.	It	could	be	the	hiring
manager,	admissions	committee,	scholarship	committee,	or	any	other	authority	responsible	for	evaluating	your	application.	If	the	letter	doesn’t	have	a	specific	addressee,	you	could	address	it	to	the	person	or	department	that	you’re	applying	to,	or	to	the	general	selection	committee.	What	makes	a	good	recommendation	letter?	A	good	recommendation
letter	should	have	the	following	characteristics:	It	should	be	written	by	someone	who	knows	you	well	and	can	provide	an	accurate	and	positive	description	of	your	skills	and	qualifications.	It	should	be	tailored	to	the	specific	requirements	and	expectations	of	the	target	audience,	such	as	the	job	description,	scholarship	criteria,	or	program
requirements.	It	should	provide	specific	examples	and	anecdotes	that	illustrate	your	strengths,	accomplishments,	and	potential,	rather	than	mere	generalizations	or	clichés.	It	should	be	honest,	authentic,	and	free	of	exaggeration	or	false	praise.	It	should	be	well-structured,	easy	to	read,	and	error-free,	with	a	clear	beginning,	middle,	and	end,	and	a
logical	flow	of	ideas.	Related	Articles	As	an	employer,	you	may	be	asked	to	write	a	letter	of	recommendation	for	someone	who	has	worked	for	you	in	the	past.	A	reference	letter	from	an	employer	is	a	very	precious	thing	for	a	relationship	as	well	as	the	career	of	the	going	to	be	an	ex-employee.	Providing	a	reference	letter	from	a	previous	employer	can
be	beneficial	when	looking	for	a	job,	and	if	you	think	you	can	provide	positive	approval,	it	is	a	good	idea	to	accept	the	request.	An	employer	reference	letter	is	a	letter	that	an	employer	writes	to	give	information	about	a	former	employee’s	behavior,	skills,	traits,	and	accomplishments	while	working	for	your	organization.	It	is	a	letter	of	recommendation
supporting	a	candidate’s	abilities	from	prior	employers.	How	should	a	letter	of	reference	for	a	worker	be	written?	Mention	their	position	title,	past	compensation,	and	time	spent	working	for	you.	If	you’ve	decided	to	be	detailed,	continue	by	providing	information	on	the	employee’s	job,	performance,	accomplishments,	talents,	and	professional	behavior.
Make	it	obvious	that	you	suggest	the	individual	for	the	position.	Reference	letter	from	employer	However,	if	you	do	not	believe	you	can	honestly	recommend	the	person	for	the	job,	it	is	best	to	write	the	letter	politely.	Any	recommendation	is	better	than	a	negative	reference,	and	there	will	be	others	who	may	be	able	to	provide	a	strong	recommendation
for	the	position.	You	may	also	be	asked	to	draft	a	reference	letter	to	use	as	a	starting	point	for	your	reference	author’s	own	letter.	Review	information	about	the	importance	of	references,	an	employment	reference	letter	written	by	employers	for	job	seekers,	and	reference	letter	samples.	Interesting	Read:	Questions	to	Ask	CEO	in	Interview	–	How	to
Learn	Leadership	Value	of	recommendation	letter	from	past	employers	When	a	person	is	applying	for	a	new	job,	one	of	the	most	valuable	references	to	use	is	from	her	previous	employer.	Recruiters	will	analyze	what	kind	of	employee	the	candidate	will	be	and	how	they	fit	into	the	corporate	culture	at	the	firm.	A	recommendation	letter	from	a	previous
employer	will	provide	valuable	information	–	what	kind	of	employees	they	are,	how	well	they	have	interacted	with	others,	what	skills	they	have,	and	whether	they	are	capable	of	their	position.	This	is	an	endorsement,	providing	a	positive	recommendation	for	the	person	applying	with	the	company.	In	addition	to	helping	to	hire	a	good	employee,	keep	in
mind	that	written	references	to	people	also	help	strengthen	your	network	relationships.	At	some	point	in	the	future,	you	may	want	to	plead	for	a	former	employee	or	colleague,	and	if	you	are	a	supporter	of	their	career,	they	will	have	more	positive	opinions	to	share	with	others.	How	to	write	a	reference	letter?	First,	when	someone	asks	you	for	a
reference	letter,	think	about	whether	you	can	actually	offer	them	a	good	one.	If	you	are	unsure	you	can	recommend	them	without	thinking	twice,	it	is	best	to	send	a	referral	letter	(or	negative	comments	to	ruin	the	other	person’s	chances)	instead	of	lying.	If	you	are	sure	you	can	write	a	positive	professional	reference	letter,	follow	this	process:	Refresh
your	memory	about	the	person.	For	example,	ask	HR	what	their	exact	title	was	when	they	worked	with	your	team	and	how	long	they	stayed.	Read	your	own	records	to	see	if	they	have	useful	notes	about	them.	Enter	two	or	three	qualities	that	identify	this	person.	If	you	can	think	of	specific	examples	that	prove	these	qualities,	put	them	in	your
reference	letter	as	well.	Think	about	the	specific	experience	you	have	with	that	person.	Especially	in	instances	where	they	showed	a	positive	attitude	or	knowledge.	If	possible,	include	an	example	in	your	letter.	Recommendation	Format	Use	our	reference	letter	template	to	shape	your	own	letter.	In	any	case,	you	should	spend	half	an	hour	or	so	writing
a	good	recommendation	letter,	but	if	you	have	something	good	to	say,	this	person	is	worth	it.	In	your	letter,	you	would	like	to	include:	Date	of	employment	Held	the	position	Company	name	Job	Responsibilities	Qualification	Strength	and	power	Contact	Information	The	skills,	qualities,	and	personality	traits	that	apply	to	individuals	need	to	be	tailored
appropriately.	You	can	also	mention	that	they	received	recognition	or	rewards	while	working	for	you.	You	can	mention	any	similarities	between	their	former	location	and	what	they	are	currently	searching	for,	and	provide	examples	of	success	where	possible.	If	your	former	employee	has	provided	you	with	a	contact,	you	must	address	their	letter;
Alternatively,	you	can	use	a	generic	greeting.	Be	sure	to	include	your	contact	information,	and	your	title	and	company.	When	you	are	sending	an	email	reference	letter,	list	the	person’s	name	in	the	subject	line	of	the	message.	Your	signature	includes	your	contact	information,	so	it’s	easy	to	contact	you	for	any	questions	or	splashdowns.	10	Reference
Letter	Samples	from	Employer	Sample	1:		Reference	letter	from	employer:	A	position	in	teaching	Ms.	Jane	Austin	Principal	Alpine	High	School	1	Swiss	Road	Townton,	Anywhere	USA	Dear	Ms.	Austin,	To	propose	Stacy	Nichols	for	the	post	of	English	teacher	at	Alpine	High	School	gives	me	tremendous	joy.	Stacy	has	been	teaching	at	Mountain	High
School	for	the	past	five	years,	and	as	the	school’s	administrator,	I	have	been	very	pleased	with	her	abilities	as	an	educator,	dedication	to	her	pupils,	and	inventiveness	in	the	classroom.	I	am	certain	that	she	will	approach	her	new	position	at	your	institution	with	the	same	zeal,	rigor,	and	devotion.	Stacy	provides	a	unique	talent	for	curriculum	creation
along	with	her	excitement,	upbeat	attitude,	and	attention	to	kids’	needs.	Her	team	revamped	the	11th	and	12th-grade	curriculum	last	year,	adding	new	titles	that	more	effectively	served	our	objective	of	tolerance	and	diversity.	She	also	assisted	in	updating	our	senior	thesis	project	to	include	multimedia	and	make	it	more	timely.	Stacy	is	a	trailblazer
when	it	comes	to	integrating	technology	into	the	classroom	because	she	is	a	Google-certified	educator.	She	has	also	invested	the	time	to	instruct	other	educators	on	how	to	use	technology	as	a	powerful	tool	for	learning.	She	offered	three	training	sessions	for	the	English	department	this	year,	for	instance,	on	how	to	use	the	Google	suite	of	products	in
the	classroom.	Last	but	not	least,	Stacy	stands	out	for	her	capacity	to	empathize	with	pupils	and	be	considerate	of	their	needs.	I	received	direct	messages	from	a	number	of	parents	at	the	conclusion	of	the	previous	school	year	regarding	the	great	effects	Stacy	and	her	class	had	on	their	children.	The	surprise	party	her	students	threw	her	on	the	last
day	of	the	semester	was	proof	of	this	beneficial	effect!	Even	while	the	team	and	I	would	like	to	have	Stacy	here	indefinitely,	we	will	have	to	say	goodbye	when	she	relocates	across	the	nation	the	next	month.	Although	we’ll	regret	having	her	on	the	team,	we’re	very	certain	that	she’ll	be	a	fantastic	addition	to	Alpine	High	School’s	English	department.	If
you	need	any	further	information,	don’t	hesitate	to	contact	me	at	[]	or	by	phone	at	999-999-9999.	Sincerely	yours,	Rachel	Smith	Principal	Mountain	High	School	Sample	2:	Reference	letter	from	employer	This	is	an	example	of	a	letter	of	recommendation	from	a	previous	employer.	Download	the	Letter	of	Recommendation	template	(compatible	with
Google	Docs	and	Word	Online)	or	see	below	for	more	examples.	Subject:	Jane	Applicant	Reference	To	whom	it	may	be:	I	highly	recommend	Jane	Doe	as	a	candidate	for	the	job.	Jane	was	appointed	as	an	Advanced	Assistant	from	20XX	to	20XX.	Jane	was	responsible	for	supporting	the	office,	including	word	processing,	recruitment	schedules	and
brochures,	newsletters,	and	other	office	literature.	Jane	has	excellent	communication	skills.	In	addition,	he	is	highly	organized,	reliable,	and	computer	educated.	Jane	can	work	spontaneously	and	is	able	to	follow	through	with	the	job,	making	sure	to	complete	it.	He	is	flexible	and	willing	to	work	on	any	of	his	scheduled	projects.	Jane	was	also	quick	to
volunteer	to	assist	in	other	areas	of	the	company’s	operations.	Jane	will	be	a	tremendous	asset	to	your	company	and	I	have	the	highest	recommendation.	If	you	have	any	further	questions	about	his	background	or	qualifications,	do	not	hesitate	to	call	me.	Sincerely,	John	Lee	The	manager	Acme	Retail	123	Business	Rd.	Business	City,	NY	54321	555-555-
5555	[email	protected]	Sample	3:	Reference	letter	from	employer:	Remote	web	designer	job	Melanie	Davos	Director	of	Engineering	Coding	XX	9	Computer	Way	Austin,	TX	Dear	Ms.	Davos,	I’m	thrilled	to	strongly	suggest	Julie	Brown	for	the	position	of	web	designer	at	Coding	XX.	For	the	past	three	years,	Julie	has	performed	freelance	work	for	our
firm,	Outdoor	Gear	Inc.	I	have	come	to	know	her	as	a	highly	talented	and	enthusiastic	web	designer	with	a	penchant	for	visual	design	via	her	work	with	us,	as	well	as	through	our	Slack	talks	and	video	meetings.	Julie	updated	our	website	to	our	standards	while	also	offering	excellent	suggestions	about	how	to	make	it	more	aesthetically	pleasing	and
user-friendly	for	our	visitors.	Our	time	on	page	and	conversion	metrics	have	increased	by	five	times	after	her	overhaul	compared	to	those	of	our	previous	website.	Additionally,	Julie	made	sure	that	her	refined	designs	are	consistent	throughout	all	of	our	branding	channels,	such	as	social	media,	email	newsletters,	and	our	outreach	to	other	websites.
There	is	nothing	too	enormous	for	Julie	to	take	on,	and	her	efforts	have	been	extremely	helpful.	I’m	happy	for	Julie	to	be	a	part	of	your	team	since	she	is	particularly	passionate	about	your	company’s	objective	to	educate	girls	and	young	women	to	code.	She	will	be	an	excellent	employee	who	will	move	your	organization	ahead	thanks	to	her	expertise
and	experience	as	a	web	designer	and	her	dedication	to	your	worthwhile	cause.	If	you	have	any	questions,	don’t	hesitate	to	get	in	touch	with	me	at	[email	protected]	or	999-999-9999.	Sincerely,	Steven	Programmer	Engineering	Manager	Outdoor	Gear	Inc.	Sample	4:	Reference	letter	from	employer:	Dear	[Employer	Name]:	This	reference	letter	[or	with
written	consent]	is	provided	upon	request	[name	of	the	former	employee].	It	is	my	understanding	that	[personal	name]	has	applied	for	a	[job	title]	position	with	your	company.	The	information	contained	in	this	letter	is	confidential	and	should	be	treated	as	such.	It	should	not	be	disclosed	to	anyone	in	your	organization	not	involved	in	the	decision	to
hire	this	person.	Moreover,	it	should	not	be	disclosed	to	anyone	outside	your	organization	without	the	written	consent	of	[the	organization’s	name].	[Person’s	name]	has	been	appointed	[or	participated	in	[internship,	cooperative	education,	or	work-study	program]	to	[us]	and	[date]	has	the	following	terms:	[list	position	and	salary	at	each	position].
[His]	most	recent	position	was	[his	/	her]	responsibility	[explain	the	person’s	main	responsibility	at	this	position].	[Based	on	performance	evaluations	or	other	work	records,	your	performance	will	support	your	assessment	of	the	state].	[The	person’s	name]	communicated	well	with	colleagues,	was	reliable,	and	showed	good	judgment.	[Give	examples.]	If
you	would	like	to	discuss	this	further,	please	feel	free	to	contact	me.	Sincerely,	Sample	5:	Reference	letter	from	employer:	Customer	service	job	Kathy	Rosenstein	Director	of	Customer	Support	Glossy	Glasses	Co.	1	Clients	Way	Anywhere,	USA	Dear	Ms.	Rosenstein,	Jill	Harrison	is	highly	recommended	by	me	for	the	role	of	customer	service
representative	at	Glossy	Glasses	Co.	For	the	past	two	years,	Jill	has	served	as	a	customer	service	representative	for	our	business.	As	her	direct	manager,	I	have	been	awed	by	her	warmth,	personability,	and	dedication	to	our	clients.	Jill	is	a	genuine	people	person	who	enjoys	interacting	with	clients	and	addressing	their	issues.	She	genuinely	reflects
our	company’s	aim	to	put	customers	first	and	do	everything	in	our	power	to	resolve	problems.	Positive	feedback	regarding	Jill’s	customer	service	has	poured	in	from	clients	who	have	dealt	with	her,	with	the	majority	of	them	nominating	her	for	our	top	incentive	reward	of	an	Amazon	gift	card	(satisfied	customers	can	also	choose	a	free	coffee	or	lunch).
Jill	has	been	enthusiastic	about	enhancing	our	team	procedures	in	addition	to	giving	our	clients	fantastic	support	and	aiding	in	creating	lasting	ties	with	our	clientele.	She	offered	to	write	documentation	outlining	our	policies	and	addressing	frequently	asked	issues,	which	are	very	helpful	to	our	current	team	members	and	will	be	very	helpful	for
onboarding	new	employees.	Jill	stands	out	for	her	compassion,	dedication,	and	effort,	and	I	have	no	doubt	that	when	she	joins	your	customer	service	team,	she	will	exceed	all	expectations.	Thank	you	for	your	time,	and	feel	free	to	reach	out	to	me	at	[email	protected]	or	999-999-9999.	Very	best,	Elizabeth	Ward	Director	of	Customer	Service	Moda	Moda
Sample	6:	Reference	letter	from	employer:	Sales	Manager	Subject:	Maxwell	Jones	Reference	Dear	Mr.	Green,	I	am	delighted	to	hear	that	Maxwell	Jones	has	applied	for	a	Sales	Manager	position	with	XYZ	Enterprise.	Mac	worked	for	me	from	20XX	to	20XX	as	a	sales	associate	with	CNE	Inc.	He	is	a	creative	and	dedicated	salesman	who	consistently
exceeded	his	quota,	and	it	had	a	very	high	customer	rating.	Maxwell	is	a	purposeful	employee	and	an	excellent	leader.	Although	he	was	an	assistant	to	my	department,	he	took	the	initiative	to	mentor	new	recruits	and	set	a	positive	example	for	the	team.	I	can	enthusiastically	recommend	him	for	a	management	position.	If	you	have	any	questions	or
would	like	any	other	information	please	contact	me.	Sincerely,	Rebecca	Holt	Marketing	Director	CNE	Inc.	123	Business	Rd.	Business	City,	NY	54321	555-555-5555	[email	protected]	Sample	7:	Reference	letter	from	employer:	Remote	sales	job	Victor	Snow	We	Sell	Stuff	Co.	5	Seller’s	Lane	Townplace,	USA	Dear	Mr.	Snow,	I	have	the	honor	and	pleasure
of	recommending	Brian	Danson	for	the	position	of	account	manager	at	We	Sell	Stuff	Co.	For	the	last	five	years,	Brian	and	I	worked	together	at	Sellers	Gotta	Sell,	Inc.,	where	I	was	his	manager.	Brian	demonstrated	during	his	tenure	on	our	sales	team	that	he	was	a	dedicated,	driven,	aspirational,	personable,	and	trustworthy	worker.	He	beat	his
quarterly	targets	by	an	absolutely	remarkable	22%	thanks	to	his	honesty,	reliability,	confidence,	and	exceptional	communication	skills,	which	helped	him	become	the	best	seller	two	years	in	a	row.	Clients	have	been	raving	about	Brian	and	their	experiences	working	with	him.	In	addition	to	being	a	fantastic	guy,	Brian	has	earned	the	utmost	admiration
from	our	staff	since	he	has	taken	the	initiative	to	plan	events	for	the	workplace.	No	doubt,	Brian	will	continue	to	have	a	great	influence	on	his	coworkers	no	matter	where	they	are	situated,	even	if	his	next	sales	position	will	be	distant.	He’s	a	skilled	salesman	and	a	pleasure	to	be	around	in	general.	We’ll	miss	having	him	on	the	team,	but	I’m	confident
he’ll	do	a	fantastic	job	for	We	Sell	Stuff	Co.	If	you	have	any	questions,	don’t	be	afraid	to	call	or	email	me	at	999-999-9999	or	[email	protected].	Sincerely,	Kim	Commercio	Director	of	Sales	Sellers	Gotta	Sell,	Inc.	5	London	Lane	Los	Angeles,	CA	Sample	8:	Reference	letter	from	employer	#	4	Dear	[insert	name]	I’m	writing	to	recommend
[employee_name].	[He	/	Company]	worked	with	us	at	[company_name]	as	[our	employee_job_title]	[insert	my	job	title]	[as	my	position/work	with	me	/	work	with	me].	As	an	employee,	[employee_name]	was	always	[insert	value].	My	team	managed	[[he]	[insert	example]	during	[his	/	her]	time.	I	always	put	a	[insert	quality]	premium	on	my	team	members
and	fail	to	provide	[employee_name].	One	example	was	[insert	example].	[Employee_name]	is	a	pleasure	to	work	with	and	I	would	not	hesitate	to	hire	[her/him]	again.	Should	you	have	any	further	questions	about	[his	/	her],	please	contact	me	at	[phone	number].	Thanks	[Your	name	and	signature]	Sample	9:	Reference	letter	from	employer:	Dear	Mr.	[
],	I	am	writing	to	recommend	Leia	Thompson.	He	has	worked	with	Acme	Inc.	as	a	Senior	Product	Manager	and	informed	me	of	my	position	as	VP	of	Engineering.	As	an	employee,	Leia	was	always	reliable	and	enthusiastic.	During	my	time	on	the	team,	he	conducted	high-impact	user	research	and	made	several	important	proposals	that	resulted	in	an
improved	product	(and	subsequently	sales	growth).	I	always	place	a	premium	on	initiative	and	interest	in	learning	between	my	team	members	and	Leia	fails	to	reach	both	fronts.	One	example	was	when	he	suggested	that	we	create	regular	in-depth	interviews	where	more	senior	employees	could	answer	questions	about	their	work	to	other	employees.
He	took	advantage	of	this	interview	proposal	and	applied	it	to	his	own	work.	Working	with	Leia	is	a	delight	–	a	team	player	with	a	positive,	all	the	way.	I	will	not	hesitate	to	rent	him	again	when	the	opportunity	arises.	If	you	have	further	questions,	feel	free	to	contact	me	at	+10000000.	Thanks	Sarah	Long	Engineering	VP,	Acme	Inc.	Sample	10:
Reference	letter	from	employer:	Remote	content	writer	job	Roberta	Moor	Director	of	Marketing	Facegramchat	55	Market	St.	Anywhere,	USA	Dear	Ms.	Moor,	David	Sanchez	is	highly	recommended	by	me	for	the	position	of	a	content	writer	with	Facegramchat.	David	was	hired	by	me	as	the	director	of	marketing	for	Instabooksnap	when	he	had	just
graduated	from	college	with	a	degree	in	English	and	communications.	David	has	developed	significantly	over	the	years	and	has	emerged	as	one	of	our	team’s	most	valued	and	productive	writers.	We’ll	all	be	sorry	to	see	him	depart,	but	I	understand	that	he	wants	to	work	remotely,	something	our	organization	is	unable	to	do	for	him	at	this	time.	David
has	a	knack	for	words	and	is	a	gifted	writer,	researcher,	and	editor.	He	has	a	natural	talent	for	including	keywords	throughout	his	writing	and	a	keen	understanding	of	how	to	create	SEO-optimized	content	that	performs	well	in	organic	search.	With	more	than	5,000	unique	visitors	each	day,	his	piece	on	XYZ	routinely	drives	the	most	traffic	to	our
website.	David	is	adept	at	presenting	fresh	ideas,	covering	news,	and	speaking	with	sources	to	provide	original	comments	to	his	works	in	addition	to	SEO-optimized	content.	He’s	been	a	huge	asset	to	our	team	internally	as	well,	creating	process	documentation	to	make	our	staff	more	efficient	and	facilitating	training	during	our	weekly	meetings.	David
recently	delivered	a	training	session	on	competition	analysis	best	practices	for	new	authors	in	addition	to	producing	a	training	manual	on	the	subject.	Our	onboarding	manual	for	new	team	members	will	benefit	greatly	from	the	addition	of	these	training	materials.	David	is	excellent	at	working	alone	and	adhering	to	deadlines,	and	he	also	takes
initiative	to	support	the	team	and	collaborate	with	his	coworkers.	David	will	succeed	in	a	remote	position	with	a	distributed	team	since	he	is	so	responsible	and	communicative.	As	you	can	see	from	David’s	portfolio,	his	writing	is	of	the	highest	caliber.	David	is	a	remarkable,	dependable,	consistent,	and	creative	employee	who	encourages	his	coworkers
to	take	initiative	and	is	a	genuine	pleasure	to	work	with,	as	I	can	confirm	as	his	boss	for	four	years.	If	you	need	any	further	information,	don’t	hesitate	to	get	in	touch	with	me	at	999-999-9999	or	[email	protected].	Best	regards,	Bob	McIntire	Director	of	Marketing	Instabooksnap	How	to	use	this	reference	character	format?	Be	noticed,	if	you	can.	If	the
employee	can	apply	for	your	job	or	program,	tailor	your	letter	to	reflect	specific	requirements.	For	example,	if	you	know	you	need	leadership	skills	for	this	job,	give	relevant	examples.	Get	it	out.	Use	one	or	two	sentences	in	the	context	of	each	of	your	examples.	To	be	flexible	Use	the	template	as	a	guide,	but	write	in	your	own	voice	and	say	what	you
think	is	important.	Be	honest	Your	previous	employee	or	co-worker	may	be	asked	about	the	example	you	provided.	This	does	not	embellish	to	make	them	look	good	as	it	may	eventually	come.	Use	this	sample	reference	letter	if	a	colleague,	former	team	member,	student,	or	acquaintance	requests	personal	advice.	Be	sure	to	change	this	reference	letter
template	with	specific	examples	from	your	experience	with	this	person.	More	Interesting	Articles	A	reference	letter	serves	as	a	formal	endorsement	of	an	individual’s	skills,	character,	and	achievements,	typically	penned	by	a	former	employer,	colleague,	or	academic	mentor.		This	guide	aims	to	empower	professionals	with	the	tools	and	knowledge	to
craft	effective	reference	letters,	combining	best	practices	with	practical	templates	to	streamline	this	essential	task.	Understanding	the	different	types	of	reference	letters	is	crucial	for	professionals,	as	each	type	caters	to	specific	contexts	and	highlights	various	aspects	of	an	individual’s	profile.	Below,	we	explore	three	key	types:	Professional,
Academic,	and	Character	Reference	Letters.	Professional	reference	letters	are	written	by	a	previous	employer,	supervisor,	or	professional	colleague.	They	focus	on	the	applicant’s	work	experience,	skills,	and	professional	achievements.	These	letters	are	often	required	during	job	applications	or	for	career	advancement	opportunities.		These	letters
should	detail	the	individual’s	role,	responsibilities,	key	accomplishments,	and	work	ethic.	It’s	essential	to	mention	specific	instances	where	the	individual	demonstrated	their	skills	and	contributed	to	the	organization’s	success.	Related	Article:	Who	to	Use	for	Professional	References		Academic	reference	letters	are	typically	requested	for	educational
pursuits,	such	as	college	admissions,	scholarships,	or	academic	awards.	Written	by	teachers,	professors,	or	academic	advisors,	these	letters	highlight	the	individual’s	academic	achievements,	intellectual	capabilities,	and	potential	for	future	success	in	their	field	of	study.		They	should	reflect	on	the	individual’s	academic	performance,	participation	in
class,	and	any	notable	projects	or	research	work.	This	type	of	letter	often	emphasizes	the	individual’s	dedication,	curiosity,	and	ability	to	overcome	academic	challenges.	Character	reference	letters	focus	primarily	on	the	personal	attributes	of	an	individual.	They	are	usually	written	by	someone	who	knows	the	person	well	but	is	not	a	family	member,
such	as	a	mentor,	family	friend,	or	community	leader.		These	letters	are	particularly	important	when	assessing	an	individual’s	suitability	for	a	role	that	requires	a	high	degree	of	trust	and	integrity.	They	should	provide	insights	into	the	individual’s	character,	values,	and	behaviors,	illustrating	how	these	traits	have	been	beneficial	in	various	situations.
Related	Article:	How	Many	References	Should	You	Have?		In	crafting	a	letter	of	recommendation,	it’s	essential	to	tailor	the	content	to	the	specific	needs	and	strengths	of	the	individual.	Whether	it’s	for	a	professional	role,	character	assessment,	or	a	remote	work	position,	each	letter	should	effectively	highlight	the	candidate’s	unique	qualities	and
contributions.		These	examples	are	designed	to	provide	a	clear	understanding	of	how	to	articulate	a	candidate’s	abilities	and	achievements	in	a	manner	that	resonates	with	the	recipient,	ensuring	the	letter	is	both	compelling	and	relevant	to	the	candidate’s	desired	opportunity.	Taylor	RobinsonHiring	Committee	ChairInnovatech	Solutions321	Future
St.Techville,	TV	32167April	5,	2024	Dear	Mr./Ms.	Robinson,	It	is	with	great	enthusiasm	that	I	recommend	Laura	Smith	for	the	position	of	Project	Manager	at	Innovatech	Solutions.	As	the	Senior	Director	of	Project	Management	at	TechGenius,	I	had	the	privilege	of	observing	Laura’s	professional	growth	and	remarkable	contributions	over	her	four-year
tenure	as	an	Assistant	Project	Manager.	Laura’s	standout	achievement	was	her	leadership	in	the	“GreenTech	Initiative”	project	in	2020.	Under	her	guidance,	the	project	not	only	met	but	exceeded	its	objectives,	achieving	a	30%	increase	in	energy	efficiency	for	our	client’s	products.	Her	strategic	planning,	combined	with	her	ability	to	seamlessly
integrate	new	technology	into	existing	systems,	was	critical	to	the	project’s	success.	Laura’s	innovative	approach	and	meticulous	attention	to	detail	were	instrumental	in	securing	a	15%	grant	for	future	sustainability	projects	for	TechGenius.	Beyond	her	technical	skills,	Laura’s	interpersonal	abilities	truly	set	her	apart.	Her	team	leadership	and	conflict
resolution	skills	were	pivotal	during	challenging	project	phases,	ensuring	team	cohesion	and	maintaining	client	satisfaction.	Her	mentorship	of	junior	staff	members	has	left	a	lasting	positive	impact	on	our	department.	I	am	confident	that	Laura	will	bring	the	same	level	of	exceptional	performance,	dedication,	and	innovation	to	the	Project	Manager
role	at	Innovatech	Solutions.	Her	blend	of	strategic	foresight,	technical	expertise,	and	leadership	ability	makes	her	an	excellent	fit	for	your	team.	I	strongly	recommend	her	for	this	position	and	believe	she	will	be	a	valuable	asset	to	your	organization.	Please	feel	free	to	contact	me	for	any	further	information	or	clarification.	Sincerely,	John	DoeSenior
Director	of	Project	Management,	TechGenius[email	protected]+1	555	123	4567	Jane	DoeHuman	Resources	ManagerGreen	Earth	Initiatives123	Business	Rd.Business	City,	BC	12345January	1,	2024	Dear	Ms.	Doe,	I	am	writing	to	express	my	wholehearted	support	for	Emily	Johnson’s	application	for	the	Community	Outreach	Coordinator	position	at
Green	Earth	Initiatives.	As	Emily’s	coworker	at	Design	&	Innovate	Corp	for	over	five	years,	I	have	had	the	privilege	of	witnessing	her	exceptional	character	and	dedication	to	community	service.	Emily	has	always	been	more	than	just	a	proficient	graphic	designer;	she	is	a	driving	force	for	positive	change	within	our	community.	One	of	her	most	notable



contributions	was	her	volunteer	work	with	the	local	“Food	for	All”	campaign,	where	she	not	only	designed	impactful	promotional	materials	but	also	played	a	crucial	role	in	organizing	community	food	drives.	Her	efforts	helped	raise	awareness	and	significant	donations	for	the	cause,	demonstrating	her	compassion	and	commitment	to	helping	those	in
need.	What	truly	sets	Emily	apart	is	her	genuine	empathy	and	integrity.	She	often	takes	the	initiative	to	support	new	team	members	and	creates	an	inclusive	and	welcoming	work	environment.	Her	ability	to	connect	with	people	from	diverse	backgrounds,	combined	with	her	strong	ethical	values,	makes	her	an	outstanding	role	model	and	team	player.
Emily’s	passion	for	community	engagement,	along	with	her	innate	ability	to	inspire	and	mobilize	people	toward	a	common	goal,	makes	her	an	ideal	candidate	for	the	Community	Outreach	Coordinator	role.	I	am	confident	that	her	exceptional	interpersonal	skills	and	dedication	to	social	causes	will	enable	her	to	excel	in	this	position	and	make	a
meaningful	impact	at	Green	Earth	Initiatives.	Please	do	not	hesitate	to	contact	me	if	you	require	any	further	information	or	insights	regarding	Emily’s	character	and	abilities.	Warm	regards,	David	ThompsonSenior	Graphic	Designer,	Design	&	Innovate	Corp[email	protected]+1	555	678	9101	Alex	MartinezHiring	ManagerVirtualTech	Inc456	Justice
Ave.Law	City,	LC	45678March	10,	2024	Dear	Attorney	Martinez,	I	am	delighted	to	recommend	Mark	Benson	for	the	position	of	Lead	Software	Engineer	at	VirtualTech	Inc.	As	the	CTO	of	NetSolutions,	where	Mark	has	been	working	remotely	for	the	past	three	years,	I	have	had	ample	opportunity	to	observe	his	exceptional	technical	abilities	and
adaptability	to	the	remote	working	model.	During	his	tenure	with	us,	Mark	was	instrumental	in	developing	our	flagship	product,	CloudSync,	a	complex	cloud	storage	solution.	His	technical	expertise,	particularly	in	cloud	computing	and	cybersecurity,	was	vital	in	overcoming	the	project’s	significant	challenges.	Despite	the	remote	setting,	Mark’s
consistent	communication	and	collaboration	were	standout	qualities.	He	regularly	led	virtual	team	meetings	and	coding	sessions,	ensuring	that	all	team	members,	regardless	of	their	location,	were	aligned	and	engaged.	What	impresses	me	most	about	Mark	is	his	self-motivation	and	time	management	skills,	crucial	in	a	remote	work	environment.	He
has	an	innate	ability	to	prioritize	tasks	effectively	and	meet	deadlines	without	compromising	on	the	quality	of	work.	His	initiative	to	conduct	weekly	virtual	training	sessions	for	the	team	not	only	enhanced	our	collective	skill	set	but	also	fostered	a	sense	of	community	and	teamwork	among	remote	employees.	Mark’s	blend	of	technical	acumen,
excellent	communication,	and	leadership	skills,	along	with	his	proven	ability	to	thrive	in	a	remote	work	environment,	makes	him	an	ideal	candidate	for	VirtualTech	Inc.	I	am	confident	that	he	will	be	a	valuable	asset	to	your	team	and	contribute	significantly	to	your	company’s	success	in	the	digital	realm.	Please	feel	free	to	contact	me	if	you	would	like
further	information	or	specific	examples	of	Mark’s	work	and	achievements.	Sincerely,	Susan	LeeChief	Technology	Officer,	NetSolutions[email	protected]+1	555	234	5678	When	composing	a	reference	letter,	it’s	essential	to	include	certain	key	elements	to	ensure	the	letter	is	effective	and	provides	a	comprehensive	overview	of	the	candidate’s
qualifications.	These	elements	include:	The	sender’s	information	is	a	critical	component	of	any	reference	letter,	as	it	establishes	the	credibility	and	authority	of	the	person	writing	the	letter.	This	section	should	be	clearly	outlined	at	the	top	of	the	letter	and	include	the	following	details:	Name:	The	full	name	of	the	individual	writing	the	reference	letter.
Title	or	Position:	The	professional	title	or	position	of	the	sender,	which	adds	weight	to	the	reference.	This	should	be	the	current	title	or	the	one	held	while	working	with	the	individual	being	recommended.	Company	or	Organization:	The	name	of	the	company	or	organization	where	the	sender	is	employed	or	affiliated.	Contact	Information:	Including	an
address,	phone	number,	and	email	address	is	crucial.	It	not	only	offers	a	means	for	the	recipient	to	verify	the	information	or	seek	further	clarification	but	also	demonstrates	transparency	and	openness.	Date	Name:	The	full	name	of	the	recipient.	If	the	recipient’s	name	is	not	known,	a	general	title	or	department	can	be	used,	such	as	“Hiring	Manager”
or	“Admissions	Committee.”	Title	or	Position:	Including	the	recipient’s	professional	title	or	position	helps	in	directing	the	letter	to	the	appropriate	person,	especially	in	large	organizations	where	multiple	individuals	may	be	involved	in	the	decision-making	process.	Company	or	Organization:	The	name	of	the	company	or	organization	where	the	recipient
works.	This	acknowledges	the	professional	setting	into	which	the	candidate	is	seeking	entry	or	advancement.	Address:	The	full	postal	address	of	the	company	or	organization.		The	salutation	in	a	reference	letter	is	more	than	just	a	formality;	it	sets	the	tone	for	the	communication	and	shows	respect	for	the	recipient.	Here	are	key	elements	to	consider:
A	Formal	Greeting:	Begin	with	a	formal	greeting	such	as	“Dear,”	which	is	universally	recognized	as	professional	and	respectful.	Addressing	the	Recipient:	If	you	know	the	recipient’s	name,	use	it	directly	after	the	greeting,	e.g.,	“Dear	Mr.	Smith,”	or	“Dear	Dr.	Jones.”		Inclusive	and	Respectful	Language:	If	the	recipient’s	name	or	gender	is	unknown,
use	a	neutral	and	inclusive	salutation	like	“Dear	Hiring	Manager,”	“Dear	Selection	Committee,”	or	“To	Whom	It	May	Concern”.		The	opening	paragraph	of	a	reference	letter	is	pivotal	in	establishing	the	context	of	your	relationship	with	the	candidate	and	setting	the	stage	for	the	endorsement	to	follow.	Here	are	some	elements	to	include	in	this	initial
section:	Introduce	Yourself:	Start	by	introducing	yourself	to	give	the	recipient	an	understanding	of	who	you	are.	Mention	your	name	and	your	professional	position	or	title,	as	this	adds	credibility	to	your	recommendation.	Your	Relationship	with	the	Candidate:	Clearly	state	your	professional	or	academic	relationship	with	the	person	you	are
recommending.	This	could	be	as	their	supervisor,	colleague,	professor,	or	mentor.	Duration	of	Relationship:	Include	how	long	you	have	known	the	individual.	This	time	frame	helps	the	recipient	gauge	the	depth	and	extent	of	your	experience	with	the	candidate.	Purpose	of	the	Letter:	Briefly	mention	the	purpose	of	your	letter	–	to	recommend	the
individual	for	a	specific	position,	program,	or	opportunity.	This	sets	a	clear	context	for	the	rest	of	your	letter.	The	body	paragraphs	are	the	core	of	the	reference	letter,	where	you	provide	detailed	insights	into	the	candidate’s	qualifications,	skills,	achievements,	and	character.	Here’s	how	to	structure	this	section	effectively:	Specific	Examples	and
Details:	Use	concrete	examples	to	illustrate	the	person’s	skills	and	qualifications.	For	instance,	if	you	are	highlighting	their	leadership	skills,	mention	a	specific	project	they	led	and	the	positive	outcomes	that	resulted	from	it.	Highlight	Relevant	Experiences	and	Accomplishments:	Discuss	experiences	that	directly	relate	to	the	position	or	opportunity
the	individual	is	pursuing.	For	example,	if	they’re	applying	for	a	managerial	role	focus	on	instances	where	they	demonstrated	effective	management	skills.	Unique	Qualities	or	Strengths:	Point	out	any	unique	strengths	or	qualities	that	make	the	individual	stand	out.	This	could	include	exceptional	problem-solving	skills,	innovative	thinking,	or	a	strong
commitment	to	teamwork.	Personal	Anecdotes	or	Stories:	Including	a	brief	story	or	anecdote	can	make	your	letter	more	engaging	and	memorable.	This	could	be	an	instance	where	the	individual	overcame	a	significant	challenge	or	went	above	and	beyond	in	their	role.	Balanced	Perspective:	While	it’s	important	to	focus	on	positive	attributes,	offering	a
balanced	perspective	can	add	authenticity	to	your	letter.	If	appropriate,	you	can	mention	areas	where	the	candidate	has	shown	growth	during	your	relationship.	Remember,	the	goal	of	these	paragraphs	is	to	provide	a	vivid	picture	of	the	candidate’s	abilities	and	character.	Well-chosen	examples	and	stories	make	your	endorsement	more	convincing	and
help	the	recipient	understand	why	the	individual	is	an	excellent	fit	for	the	opportunity.	The	closing	paragraph	of	a	reference	letter	is	where	you	encapsulate	your	overall	recommendation	and	express	your	support	for	the	individual.	Here	are	some	elements	to	include:	Summarize	Key	Points:	Briefly	restate	the	most	important	qualities,	achievements,
or	skills	of	the	candidate	that	you	have	highlighted	in	the	letter.	This	reinforces	your	endorsement	and	reminds	the	reader	of	the	candidate’s	suitability	for	the	position	or	opportunity.	Express	Your	Strong	Recommendation:	Clearly	state	your	confidence	in	the	candidate	and	your	belief	in	their	suitability	for	the	role	or	opportunity.	Use	affirmative
language	like,	“I	highly	recommend,”	or	“I	am	confident	that,”	to	leave	no	doubt	about	your	support.	Offer	to	Provide	Further	Information:	Indicate	your	willingness	to	provide	additional	information	or	clarification	if	needed.	This	shows	your	genuine	support	and	readiness	to	assist	further	in	the	candidate’s	application	process.	Contact	Information
Reminder:	Although	your	contact	information	is	already	at	the	top,	a	brief	reminder	here	ensures	that	it	is	easily	accessible	for	the	reader,	should	they	wish	to	follow	up	with	you.	Here’s	how	to	conclude	your	letter	appropriately:	Use	a	Professional	Closing:	Opt	for	a	formal	and	universally	accepted	closing	phrase.	Common	examples	include
“Sincerely,”	“Best	regards,”	or	“Yours	truly.”		Consistency	with	the	Tone:	Ensure	that	the	closing	salutation	matches	the	overall	tone	of	your	letter.	If	your	letter	is	highly	formal,	a	closing	like	“Sincerely”	is	appropriate.	For	a	slightly	less	formal	tone,	“Best	regards”	can	be	a	good	choice.	Space	for	Signature:	If	you	are	sending	a	hard	copy	or	a	scanned
version	of	the	letter,	leave	space	for	your	handwritten	signature	above	your	typed	name.	This	personal	touch	adds	authenticity	to	the	document.	Typed	Name	and	Title:	Below	the	signature	space,	type	your	full	name	and	title	again.		Related	Article:	When	Do	Employers	Check	References?	This	reference	letter	template	is	designed	for	professionals	to
easily	adapt	and	customize	according	to	the	specific	needs	of	the	individual	being	recommended.	Simply	fill	in	the	blanks	and	modify	the	text	as	necessary	to	suit	your	context.	[Your	Name][Your	Title	or	Position][Your	Company	or	Organization][Your	Contact	Information	(Address,	Phone	Number,	Email)][Date]	[Recipient’s	Name][Recipient’s	Title	or
Position][Recipient’s	Company	or	Organization][Recipient’s	Address]	Dear	[Recipient’s	Name],	I	am	writing	to	recommend	[Candidate’s	Full	Name]	for	[Position/Opportunity/Program]	at	[Recipient’s	Company/Organization/School].	As	[Your	Position]	at	[Your	Company/Organization],	I	have	had	the	pleasure	of	working	with	[Candidate’s	Name]	for
[Duration	of	Relationship]	and	have	witnessed	[his/her/their]	significant	contributions	first-hand.	[In	this	paragraph,	provide	specific	examples	of	the	candidate’s	skills,	achievements,	and	qualities.	Mention	a	particular	project	or	responsibility	and	the	impact	of	their	work.	Highlight	any	unique	attributes	that	set	the	candidate	apart.]	[This	paragraph
should	continue	to	build	on	the	candidate’s	qualifications.	Include	personal	anecdotes	or	stories	that	illustrate	their	capabilities	and	character.	Focus	on	how	their	contributions	positively	affected	your	team	or	organization.]	I	am	confident	that	[Candidate’s	Name]	will	bring	[his/her/their]	remarkable	[skills/qualities,	such	as	leadership,	creativity,
dedication]	to	[Recipient’s	Company/Organization/School].	[His/Her/Their]	ability	to	[specific	skill	or	contribution]	makes	[him/her/them]	well-suited	for	[Position/Opportunity/Program].	I	strongly	endorse	[his/her/their]	candidacy	and	believe	[he/she/they]	will	be	a	valuable	addition	to	your	[team/program/organization].	Please	feel	free	to	contact	me	at
[Your	Contact	Information]	if	you	require	any	further	information	or	specific	examples	of	[Candidate’s	Name]’s	work	and	achievements.	Sincerely,	[Your	Handwritten	Signature	(if	applicable)]	[Your	Typed	Name][Your	Position]	Related	Article:	How	to	Provide	References	for	a	Job	Crafting	effective	letters	of	recommendation	requires	a	delicate	balance
of	showcasing	the	candidate’s	strengths,	providing	specific	examples,	and	employing	persuasive	language.	Here	are	some	valuable	tips	to	help	you	navigate	the	intricacies	of	this	crucial	task.	When	writing	a	letter	of	recommendation,	it’s	powerful	to	quantify	the	candidate’s	achievements.	Use	specific	figures	and	statistics	to	illustrate	their
accomplishments.	For	example,	instead	of	saying	“significantly	increased	sales,”	specify	“increased	sales	by	30%	over	six	months.”	This	provides	concrete	evidence	of	their	capabilities	and	makes	their	achievements	more	tangible	and	credible.	Quantifying	contributions	also	helps	the	recipient	gauge	the	scale	and	impact	of	these	accomplishments,
offering	a	clearer	picture	of	the	candidate’s	potential.	Tailor	the	letter	to	the	specific	position	or	opportunity	the	candidate	is	applying	for.	Highlight	skills	and	experiences	that	are	directly	relevant	to	the	job	requirements	or	academic	program.	For	instance,	if	the	candidate	is	applying	for	a	leadership	role,	emphasize	their	successful	team
management	experiences.	This	shows	that	you	understand	what	the	role	entails	and	have	thoughtfully	considered	how	the	candidate’s	skills	and	experiences	make	them	a	good	fit,	making	your	recommendation	more	relevant	and	persuasive.	Identify	important	terms	in	the	job	listing	or	academic	program	description,	such	as	“project	management,”
“analytical	thinking,”	or	“creative	problem-solving,”	and	weave	them	into	your	letter.	This	not	only	tailors	the	letter	to	the	specific	role	but	also	ensures	it	passes	through	any	automated	screenings,	increasing	the	chance	that	your	recommendation	will	be	read	by	decision-makers.	Utilize	technology	platforms	for	efficient	reference	letter	management.
For	example,	online	reference	request	platforms	simplify	the	process	of	requesting,	writing,	storing,	and	submitting	letters	of	recommendation.	These	tools	often	offer	templates,	reminders,	and	the	ability	to	submit	letters	directly	to	institutions	or	employers.		Leveraging	such	technology	can	streamline	the	process,	ensuring	timely	submission	and
organization	of	your	reference	letters,	while	also	offering	a	secure	way	to	manage	sensitive	personal	information	contained	within	these	documents.	Related	Article:	Reference	Check	Questions	About	the	Author	Ammar,	with	his	seasoned	writing	finesse,	crafts	standout	content	focused	on	careers.	Boasting	four	years	of	industry	experience,	he	melds
his	depth	of	knowledge	to	give	readers	practical	tips.	His	captivating	writing	style	doesn't	just	draw	readers	in;	it	provides	them	with	the	insights	needed	to	navigate	their	career	journeys	and	make	smart	choices.	Follow	on	LinkedIn	Read	more	articles	by	Ammar	Ahmed


