® BUSINESS LETTER TEMPLATE PACK

[Your company name] - [Street address] - [City, State ZIP] - [Phone] - [Email]
[Date]

[Recipient name]
[Title]
[Company]
[Street address]
[City, State ZIP]

Subject: Recommendation for [Name]
Dear Hiring Manager:

I am pleased to recommend [Name], who worked as [role] at [Company] from [date] to [date], reporting directly to
me.

[Describe two or three specific strengths with examples — results achieved, responsibilities, how they worked with
others.]

I recommend [Name] without reservation. Please contact me at [phone/email] if you would like more information.

Sincerely,

[Your name]
[Your title]
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