Sample Recommendation Letter 

RE: Letter of Recommendation for ____________________(name) 

Dear _______________(Name) 

___________(name) has worked under my supervision as a _________________(post) from ________________(tenure). ________(His or Her) responsibilities included   __________________________________(enlist the duties). During her    employment,________(name)  proved to be an efficient, hard working and punctual employee. 

I was very impressed with __________(name) ability to complete all work assigned to ________(him or her) in a timely and professional manner. In addition, _________(name) was very precise and thorough with all _________(his or her) work. 

I highly recommend ___________(name) for whatever position ________(he or she) may decide to endeavor. ________(He or She) is a type of employee that anyone would enjoy to work be side. 

Respectfully yours 

