

[YOUR NAME]
[Telephone] | [Email address] | [Street Address, City, ST ZIP Code]
[Date] 
[Recipient Name]
[Title]
[Company]
[Address]
[City, ST ZIP Code]
Dear [Recipient]:
I am writing this reference at the request of [Name], who is applying for a position at [Company Name]. [Name] has worked with me [number of years] at [Company Name] in [roles].
[Name] has a number of strengths I’d like to share. He has exceptional technical skills. For example, [add a specific example]. [Name] is also a very fast learner. [Add additional strengths.]
In conclusion, I would highly recommend [Name]. If his performance in my [work group] is any indication of how he’d perform in the available position, [Name] will be an extremely positive addition to your organization. If you need any additional information, feel free to contact me at [telephone] or by email at [email address] anytime.
Sincerely,
[Your Name]
[Title]


Professional Letter of Recommendation (Sample)

Michael T. Reynolds
(415) 555-9826 | michael.reynolds@northshoretech.com | 880 Bayview Avenue, San Mateo, CA 94401
June 10, 2026
Sarah Collins
Hiring Manager
Vertex Solutions Group
410 Innovation Parkway
San Jose, CA 95110
Dear Ms. Collins,
I am writing this reference at the request of Daniel A. Mercer, who is applying for a position at Vertex Solutions Group. Daniel has worked with me for five years at Northshore Technologies, Inc. in the roles of Software Engineer and Senior Systems Analyst.
Daniel has a number of strengths I would like to highlight. He possesses exceptional technical skills, particularly in system architecture and cloud-based application development. For example, he led the redesign of our internal data processing platform, which improved system efficiency by over 35% and significantly reduced operational downtime. Daniel is also a very fast learner who consistently adapts to new technologies and evolving project requirements with minimal supervision.
In addition to his technical abilities, Daniel demonstrates strong problem-solving skills, excellent attention to detail, and a collaborative mindset. He is highly dependable, communicates effectively with both technical and non-technical stakeholders, and often took initiative in mentoring junior team members.
In conclusion, I would highly recommend Daniel A. Mercer. If his performance in my engineering team is any indication of how he would perform in the available position, Daniel will be an extremely positive addition to your organization. If you need any additional information, feel free to contact me at (415) 555-9826 or by email at michael.reynolds@northshoretech.com at any time.
Sincerely,
Michael T. Reynolds
Director of Engineering
Northshore Technologies, Inc.
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