
Professional Letter of Recommendation


Dear [Recipient’s Name],
As the [Your Title] of [Company Name], I have had the distinct pleasure of observing and evaluating [Candidate Name]’s contributions and performance over the past [Duration]. I am delighted to recommend them for the position of [Position they are applying for] at your esteemed organization.
Professional Attributes and Impact:
· [Candidate Name] has displayed a remarkable capacity for leadership, particularly in the context of [Specific Initiative], which led to [Specific Achievements].
· Their analytical skills and attention to detail have been crucial in identifying and addressing [Specific Issue], thereby enhancing our [Specific Metric or Outcome].
Character and Interpersonal Skills:
· On a personal level, [Candidate Name] is a charismatic and empathetic individual, qualities that have enabled them to forge strong relationships both within and outside our organization.
· Their ability to mentor and inspire peers has contributed significantly to a positive and productive work environment.
Conclusion:
[Candidate Name]’s blend of professional expertise, leadership, and personal integrity makes them an outstanding candidate for any role. I am confident they will excel and make a significant contribution to your team.
With highest recommendations,
[Your Name]
[Your Position]
[Your Contact Information]




PROMOTION LETTER 

[Your Company Logo]

[Current Date]

Re: Promotion

Dear [Name],

Congratulations! We are pleased to inform you that you have been promoted to [Title], effective [Date]. Your new [Compensation type: hourly /salary] rate will be [$ amount]. In this role, you will report directly to [Manager Name], [Manager Title]. 

Discretionary Bonus: In additional to your new base salary, you will be eligible to receive a discretionary performance bonus of up to [%] of  your annual base salary. The decision to award you such a bonus, as well as the amount of any such bonus, will be determined by [Company] in its sole discretion. 

Relocation Bonus: The [Title] position is based in [location name] location. In order to assist you with relocation to [location], you will be eligible for a lump gross sum payment of [$ relocation amount], less taxes, other amounts that the company is legally required to withhold, and any deductions authorized by you in writing. The Relocation Allowance will be paid on or before [date] and can be used to cover and reimburse valid moving expenses, including airfare and shipping. 

This letter does not change the terms and conditions of your employment with [Company] and your employment will remain at-will. 

Thank you for your contributions to [Company]! We look forward to your future achievements and success in this new role and your continued contributions to the company.

Sincerely,

[Company Name]

By:
[Company Signature]
Name: [Name of Signatory]
Title: [Title of Signatory]
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