
Your Name Here
1234 Jones Loop
Atlanta, GA 55555

Insert date (month, day, year)

Jane Doe, CEO
XYZ Company
5678 Mason Drive
Atlanta, GA 77777
Dear Mrs. Doe,
I am contacting you to ask you to write a letter of recommendation on my behalf. I am seeking a new position with ABC company as a(n) ABC professional. The hiring manager has asked me to provide a letter of reference from someone who knows me on a professional level and who can speak to my abilities to perform in the job for which I am being considered. Since we worked together effectively in the past, I am hoping that you can provide some insights into my work ethic and abilities.

My interests in the position I am seeking with ABC Company are in line, yet slightly heightened, with the roles and duties I carried out while employed at XYZ Company. It is a career goal of mine to expand to the highest possible potential I can and a solid recommendation will help me get there.

The letter of recommendation is due by (insert due date) and should be sent to the following person by mail or email:

John Doe
Human Resources Department
ABC Company
9874 Right Way
Atlanta, GA 88888



