To,
Nina Myers
Manager of Operations
Sun Set Technologies Limited
89 Trance Dance Road
Iowa, Indiana 2390
Dated: 4th of May 20XX

Subject: Reference for job
Respected Mr. Myers,
I am writing this letter to refer one of my students for the job position of a sales executive in your organization.
Tim Burrton has passed out from our college this year after completing his Bachelor in Business Administration with specialization in sales. He has been an excellent student and passed out with great marks. He had excellent time management skills as he always submitted his assignments within deadline. He was also selected to do an internship with a reputed organization during his last semester. He is also excellent in the extracurricular events in which he took part.
I would request you to give him a chance and call him for an interview.
Yours sincerely,
Lee Evans
Management Professor
Colorado Business School

