Letter Of Recommendation Template Sample

Introduction

Dear [Recipient's Name/Admissions Committee/Hiring Manager],

I am writing this letter to wholeheartedly recommend [Candidate's Full Name] for [position/program/opportunity]. As [your position] at [your institution/company], I have had the pleasure of [working with/teaching/supervising] [Candidate's First Name] for [duration], and I can confidently say that [he/she/they] is an exceptional individual who would be an invaluable addition to your [organization/institution/program].

Relationship with the Candidate

I first met [Candidate's First Name] when [he/she/they] [context of your first meeting or how you came to know the candidate]. Since then, I have observed [his/her/their] growth and achievements in various capacities, including:

[Specific role or project]
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[Another relevant interaction or observation]
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[Any other significant context that establishes your credibility to speak about the candidate]
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Academic/Professional Achievements

[Candidate's First Name]'s academic/professional record is truly impressive.

Some notable achievements include:

[Specific achievement or award]
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[Relevant coursework or projects completed]
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[Any publications, presentations, or significant contributions]
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[Class rank or GPA, if applicable and impressive]
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What sets [Candidate's First Name] apart is not just [his/her/their] academic prowess, but also the depth of understanding and critical thinking [he/she/they] brings to [his/her/their] work. [He/She/They] consistently demonstrates an ability to [specific skill or trait] that is rare among [his/her/their] peers.

Personal Qualities

Beyond [his/her/their] academic/professional achievements, [Candidate's First Name] possesses a range of personal qualities that make [him/her/them] truly exceptional:

Leadership: [Specific example of leadership]
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Teamwork: [Anecdote showcasing collaboration skills]

[image: image9.png]



Communication: [Example of effective communication]
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Initiative: [Instance where the candidate showed proactivity]
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Adaptability: [Situation demonstrating flexibility]
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Integrity: [Example of ethical behavior or decision-making]
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Specific Anecdote

To illustrate [Candidate's First Name]'s exceptional qualities, I would like to share a specific incident:

[Detailed anecdote that showcases the candidate's skills, character, and potential. This should be a vivid, specific story that brings the candidate to life for the reader.]

Comparison to Peers

In my [number] years of [teaching/working in this field/supervising], I have encountered many talented individuals. However, [Candidate's First Name] stands out as one of the top [percentage] students/professionals I have ever had the pleasure of working with. [He/She/They] consistently performs at a level that I would typically expect from someone far more advanced in their career.

Relevant Skills for the Position/Program
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For the specific [position/program/opportunity] that [Candidate's First Name] is applying for, I believe [he/she/they] possesses several key skills that make [him/her/them] an ideal candidate:

[Specific skill relevant to the position/program]
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[Another relevant skill or qualification]
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[Any unique perspective or experience the candidate brings]
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Areas for Growth

While [Candidate's First Name] is an exceptional individual, like all of us, [he/she/they] has areas where [he/she/they] continues to grow. For instance, [minor area for improvement]. However, what impresses me most is [his/her/their] awareness of these areas and [his/her/their] proactive approach to addressing them. [Example of how the candidate is working on self-improvement]

Potential Contributions

I am confident that [Candidate's First Name] would make significant contributions to your [organization/institution/program]. Based on [his/her/their] track record, I anticipate that [he/she/they] would:

[Specific potential contribution]
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[Another area where the candidate could make an impact]
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[Long-term potential of the candidate]
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Conclusion and Strong Recommendation

In conclusion, I give [Candidate's Full Name] my strongest recommendation, without any reservation. [He/She/They] is not only a [top-performing student/exceptional professional] but also a person of outstanding character. I am confident that [he/she/they] will be an asset to your [organization/institution/program] and will continue to achieve great things.

If you require any further information or have any questions about [Candidate's First Name]'s qualifications or character, please do not hesitate to contact me. I would be more than happy to elaborate on my recommendation.
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Closing

Sincerely,

[Your Full Name]

[Your Title/Position]

[Your Institution/Company]

[Your Contact Information]

Note: This template is designed to be comprehensive and detailed. When using it, be sure to personalize it with specific, concrete examples and anecdotes about the candidate. The most effective letters of recommendation are those that provide vivid, memorable details that bring the candidate to life for the reader.
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