Sample Letter: Letter of Recommendation
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December 4, 2007 

To whom it may concern:

I am pleased to write this letter of recommendation for Charly Black.  Charly worked with me in the Marketing Department at Mode Attack for 3 years. He began here as secretary and was promoted to marketing manager.

During Charly's service with us I, like many others in the department, came to know and appreciate him.  Very much a team player, Charly was always punctual, yet easygoing.  He was dedicated to his work and the job at hand.

Charly demonstrated from early in his tenure that he understood what business is all about. He was well organized. Almost without exception, he put the customer first, feeling as I do that the key to good business is satisfied customers. I suppose doing well in business is easy if you are, as he was, efficient by nature. 

I would like to be very clear about why Charly is no longer with us.  Charly is available for new challenges only because of his desire to learn and grow further. We would have loved to see him stay, but certainly understand his need to advance beyond the positions we have available. 

In closing, let me say I have no hesitation in recommending Charly Black for any management position in marketing.  I feel confident he would be an asset to your organization. 

Sincerely,

Your Name Here
Your Title Here



	


