Business Letter of Recommendation Sample
James Kingston
78 Orange Street
Manchester, UK 45677

William Burns
9 Willow Street
Liverpool, UK 98765

Dear Mr. William Burns,

I want to recommend Bob Green, whom I have known for five years. During this time, I have discovered many of his positive attributes and he has become an inseparable member of our team.

Mr. Green started working as an Assistant Manager in October 2008, and for his perfect results and extreme diligence was promoted to the position of a Research and Development Manager which he occupied from May 2011 until April 2013. He was responsible for finding and testing new products which was crucial for the company in order to stay up-to-date. That is why his role is regarded as a key one in further promoting our company.

Showing himself to be a highly responsible person whom I can easily rely on, Mr. Green has always met deadlines. Once when I told him to create an image of a new product within three days, he brought it indeed in the evening of the third day. Another example of his reliability was when I had to go abroad for an evening and asked him to be my deputy for this period. During this time, he controlled all the commercial projects dutifully.

Beyond these qualities, Mr. Green is a creative, sociable and a kind-hearted person. I encourage you to employ him. Please feel free if you need any further information.

Best wishes,
James Kingston
