From,
Mr Stephen,
Sales manager,
IBT company ltd
To,
Ms Amanda,
Intern in sales department
Dear Ms Amanda,
I, Mr Stephen, the sales manager of the IBT company ltd, am writing this letter to you in order to make a reference for the job of the sales manager in a reputed firm. The firm is in the need of the efficient people in the sales department and considering the performance which you have discharged during the internship period, I refer you for the post of the sales manager in the said firm.
The details of the firm have been enclosed along with this letter and I have also made a reference letter forward to the firm. Now it is up to you to consider the firm for the job of the sales manager. The firm has great scope for expansion in the near future and hence the future is secured. The reference shall not be considered as compulsion and the decision is completely at your disposal. Wishing you luck,
Yours faithfully,
Mr Stephen

