Senders Name]
[Address line]
[State, ZIP Code]
[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional-


Dear [Recipients Name],
I highly recommend Steven Smith for any supervisory position in the marketing department of your company. He is a real team player and always very willing to solicit ideas from colleagues below and above his rank. I was fortunate enough to have him on my team before. He is always very persevering and positive amidst great challenges in our previous company. He is truly results-oriented and resourceful, very willing to try different strategies to meet the goals. Let me mention a few of his significant contributions to our company: - successfully lead marketing events and promotions for three years, which yielded truly profitable results - acquired ten primary accounts each from 30 states in just one year - successfully conducted training for marketing officers for two years

No doubt, Steven can bring something fresh and beneficial to your company. With him around, you can always have someone to rely on regarding goal setting and accomplishment.

I hope you will give this recommendation a serious consideration. If there's anything more you need to know, feel free to call me a 5556677. Thank you.

[bookmark: _GoBack]Sincerely, 

[Senders Name]
[Senders Title] -Optional-

