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[Your Name]
[Your Title / Organization]
[Your Address]
[City, State, ZIP]
[Email Address]  ·  [Phone Number]

[Date]

To Whom It May Concern,

It is without reservation that I recommend [Candidate Full Name] for [Position / Program / Award / Opportunity]. I have had the privilege of knowing [First Name] for [length of time] in my capacity as [your role], and I can say with confidence that [he/she/they] is among the most [exceptional / dedicated / talented] individuals I have had the pleasure of working alongside.

During [his/her/their] time at [Organization / Team / Unit], [First Name] consistently demonstrated [specific strength — e.g., outstanding leadership, exceptional work ethic, deep commitment to mission]. One example that particularly stands out is [brief specific story or achievement that demonstrates character, impact, or excellence]. The results of [his/her/their] actions were [tangible outcome, impact on team or mission].

Beyond [his/her/their] professional capabilities, [First Name] possesses the kind of character that is difficult to teach. [He/She/They] leads by example, takes ownership of [his/her/their] responsibilities, and elevates everyone around [him/her/them]. [He/She/They] is the kind of person who [specific behavior that reflects values — e.g., stays late to ensure the team succeeds, gives credit to others, steps up in difficult situations].

I am confident that [First Name] will bring the same level of excellence, integrity, and commitment to [this position / your organization / this program] that [he/she/they] has demonstrated throughout our time together. I recommend [him/her/them] in the strongest possible terms.

Please do not hesitate to contact me directly if you have any questions or would like to discuss [First Name]'s qualifications in greater detail.


Respectfully,



[Your Signature]

[Your Printed Name]
[Title / Rank / Organization]
[Contact Information]


	WRITING TIPS
Be specific — generic letters carry little weight. Use a real story.
Lead with your relationship to the candidate and how long you have known them.
Use concrete results and outcomes wherever possible.
End with a direct, confident statement of recommendation.
Keep it to one page unless the significance of the position demands more.
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