Reference’s Name
Reference’s Address
Reference’s Telephone Number
____________________________________________________________________________________________________________________________________________________________________________

[Date]
To Whom It May Concern:

Re:
Jane Doe
Recommendation for position at your company

To Whom It May Concern:


It is with pleasure that I write this recommendation for Jane Doe in her pursuit for employment with your corporation.  Ms. Doe and I have been very close friends for over 20 years and I consider her commitment to her endeavors to be superlative.


Ms. Doe and I have shared life experiences throughout the years and I have observed the quality choices and moral decisions she has made academically, professionally and interpersonally.  Ms. Doe is of the highest moral character and of unquestionable integrity and will undoubtedly do well at your corporation.


Based on my continued interaction with Ms. Doe, I highly recommend her for a position with your corporation.








Sincerely,








[Reference’s signature]







[Reference’s printed name]

