¥ our Mame]

[Sireet Address]

[City, 5t Z1p]

(Optional — Email Address]

[Today s Date]

Mame of FEecipient]
[Title]

[Company ]
[Addresc]

[City, 5t Zip]

Dear [Mame of Becapient]:

[Short mitoducoon paragraph — inclade 3 bref statement about who yvou are and the purpose of
the lefter]

[Pronvide details and facts about your relationship to the person being recommended as well as
facts about the mdrridual mcluwding positions, employment dates and responsibilities. ]

[ Provide a statement about whether or not the indmiidusl is gualified or recommended by you_ ]

Provide examples that support your recommendstaon. |

(Close the letter by summanzing your recommendation and stating whether vou wonld be
willing to further commmumicate with the recipient . ]

sincerely (or Fespectlly Yours)
(S1gm hers for letters sent by mail or fax)

Typed Mame]
Title — if applicable]




