Promotion Recommendation Letter

 ______________________
 ______________________
 ______________________
 ______________________
 ______________________
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Date: ___________________

Subject:  ____________________

Dear Mr/Ms/Mrs  ______________________,
 
I,  ______________________, would like to recommend ______________________ for the post of  ______________________ in the  ______________________. As his current  ______________________ in the  ______________________, it has been great working with him. He has been my direct report for the last  _______ years.

 ______________________ is currently a  ______________________ in  ______________________. Having joined  ______________________  _______ years ago as a  ______________________ covering the small territory of  ______________________, he has consistently delivered remarkable performance.

He is very instrumental in his current team. He is a good leader and always goes an extra mile to enhance teamwork in the team. In a few instances,  ______________________ has reached out to team members who disagreed at work and brought understanding between them. He is very good at giving feedback, either positive or negative. He has excellent communication skills and is always reliable with confidential information.  ______________________ has led 2 projects in the department which contributed a lot to achieving our sales target in 2016 and 2017.

I would like to recommend him for promotion to the position of  ______________________ in your department. Kindly contact me in case you have any questions about him.
 
Yours sincerely,


 
Signature: _____________________
Date: ____________________


