Sample recommendation letter for a co-worker

[Senders Name]
[Address line]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-
Dear [Recipients Name],

I am happy to announce that I am recommending [name]. He has done an excellent job for our company so far.

The dedication [name] has shown in every project is incomparable. For many years that I have worked with [name], I have seen his exemplary work ethic. I also learned several things that could be very helpful to our organization.

I am recommending him/her for the managerial position because I believe in him and his capability in bringing more success to our company.


Sincerely,

[Senders Name]
[Senders Title] -Optional-

[Enclosures: number] - Optional -
cc: [Name of copy recipient] - Optional -

