Sample Recommendation Letter

[Recipient’s Name]
[Recipient’s Title]
[Recipient's Company]
[Company Address]
[City, State, ZIP Code]

Dear [Recipient’'s Name],

| am writing to provide a heartfelt and enthusiastic recommendation for [Coworker’s Full Name], a
valued member of our [Your Department/Team] at [Your Company]. | have had the pleasure of
working closely with [Coworker’s First Name] for [Number of Years] and have been consistently
impressed by their exceptional contributions and dedication.

[Coworker's First Name] possesses a remarkable blend of technical expertise, adaptability, and an
unwavering commitment fo excellence. They have consistently demonstrated a strong work ethic and
a deep understanding of their role, which is evident in their exceptional performance and
consistently meeting and exceeding our team’s goals. One particular instance that comes to mind is
when [provide a specific example of a notable achievement or project where the coworker
excelled]. Their exceptional problem-solving skills and the ability to work effectively under pressure
have been invaluable to our team’s success.

Wheat truly sets [Coworker’s First Name] apart is their remarkable interpersonal and communication
skills. They foster a collaborative and inclusive environment that encourages teamwork and
innovation. This is particularly evident in [provide an example of a situation where the coworker
facilitated collaboration or team-building]. Their ability to adapt to new challenges and handle them
with poise and grace is an asset to any team.

In addition to their professional strengths, [Coworker’s First Name] is a pleasure to work with. They
consistently demonstrate a positive attitude and an eagerness to learn and grow. They are open to
feedback and continuously seek opportunities to improve their skills.

| am confident that [Coworker's First Name] would make a significant and positive contribution in

any professional setting they choose to pursue. Their combination of technical prowess, soft skills,
and a strong work ethic is truly exceptional.
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| wholeheartedly recommend [Coworker’s First Name] for any role or opportunity they choose to
pursue. They have my utmost confidence, and | believe they have a bright and successful future

ahead.

Should you have any questions or require further information, please feel free to contact me at [Your
Email Address] or [Your Phone Number].

Sincerely,

[Your Name]
[Your Title]
[Your Company]
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