Recommendaton Leter Template

[Your Leterhead or Department Name]

[Date]

[Recipient Name and Address]

Dear [Recipient Name],

I am writng to recommend [Student Name] for [purpose of recommendaton]. | have had the pleasure
of working with [Student Name] for [length of tme] and have been consistently impressed with [his/her]

[characteristcs or qualifcatons that make the student a strong candidate].

[Optonal paragraph: Provide specifc details about your relatonship with the student and your
experiences working together.]

[Student Name] is an exceptonal candidate for [purpose of recommendaton] due to [his/her] [academic
achievements, leadership experiences, work experience, personal qualites, or other relevant
qualifcatons]. [Provide specifc examples and anecdotes that illustrate these qualites].

[Optonal paragraph: Provide balanced and constructve feedback about areas of improvement, if
necessary.]

In summary, [Student Name] is an outstanding individual who has demonstrated [his/her] ability to
[characteristc or qualifcaton relevant to the purpose of recommendaton]. | strongly recommend
[him/her] for [purpose of recommendaton] and | am confdent that [he/she] will excel in [his/her] future
endeavors.

Please do not hesitate to contact me if you require any further informaton.

Sincerely,

[Your Name] [Your Title] [Your Contact Informaton]



