
LOR Sample for Professionals
Letter of Recommendation

<Name of the referee>
<Position of the referee>
<Mailing address/contact details of the referee>
<Name of recipient(s)>
<Mailing address of recipient>
<Position of recipient>
<Today’s date>

Dear (recipient’s name),

I am (referee’s name), and I am the (referee’s post) at the company (name of the company). I have known
the applicant, Ms (applicant’s name) for the past (number of years) years, ever since she joined this
company. I am delighted to recommend (applicant’s name) for a job in your company.

I have thoroughly enjoyed working with (applicant’s name). With her time management skills and ability to
work in a team, she is a valuable asset to any company. Her knowledge of (specific expertise) was an
immense advantage for our entire office. When she joined the company, her expertise in (a specific area of
work/program/software) was not that great. But she constantly worked on improving herself, and now can
handle (a specific area of work/program/software) very well.

Recently she completed a project on (project name) which required great communication with the clients,
but with (applicant’s name)’s great interpersonal skills, this entire project went smoothly.

It is not just her work that impresses me, but (applicant’s name) has such a positive attitude that she is very
pleasant to work with. She uplifts the entire energy of the team she is working for. Her can-do attitude and
team-building skills were much appreciated by not only me, but by her colleagues as well.

In conclusion, I would like to say that considering (applicant’s name)’s urge to achieve the best in whatever
she undertakes, I believe that she is one of the ideal candidates for the position you are offering. Thus, I
provide my wholehearted recommendation for her candidature. Please feel free to contact me in case of
any further queries about him or regarding this recommendation.

Yours sincerely,

Full Name of Recommender
Designation, Department
Name of Institution, City
Contact No:
Email ID:


