{Your address}

{City, State, Zip}

{Date}

{Recipient}

{Recipient's address}

{City, State, Zip}

To Whom It May Concern:

I strongly recommend my colleague, _________________, for employment. I have had the pleasure of working alongside him for ____ years in the ___________ department, where he has been entrusted with a great deal of responsibility.
I have had the opportunity to observe _____________’s professional skills as well as interpersonal style. He is consistently pleasant, and takes on all assignments with enthusiasm and dedication. I wish that all my co-workers had his attitude.
Regardless of deadlines or other pressure, _____________ always delivers. His superior organizational skills make him the consummate multi-tasker.
While I will surely miss seeing _____________ around the office, he has earned the opportunity to further his career at your firm.

Sincerely,

{Name}

