




[bookmark: docs-internal-guid-dcc466b6-4015-27a6-c4dc-2bde63e92365]To,
_______________ [mention the name of the recipient]
_______________ [here the designation needs to be mentioned]
_______________ [name and address of the company]
Date: ____________ [date on which the letter is written]

Subject: Letter of recommendation
Respected Sir/Madam __________ [salutation]

FIRST PARAGRAPH: The first paragraph introduces the sender of the letter and the relationship he has with the person who is being referred. In this paragraph the sender also mention as to why he is recommending a particular person.

SECOND PARAGRAPH: This is the body of the letter of recommendation. In this paragraph, the sender has to give details about the person who is being referred, such as his qualities, expertise, skills and years of experiences. This paragraph contains all the major information about the referred person and his background.

THIRD PARAGRAPH: This is a concluding paragraph wherein the sender expresses a note of thanks for the kind consideration of his recommendation. This paragraph mentions the details of the enclosed documents, if any.

Sincerely,
_____________ [mention the name of the sender]
_____________ [sender’s designation]
______________ [contact information of the sender or his complete address]


