[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 am very proud writing this recommendation letter for Mr. Geoff Miller. We have worked together previously in a business process outsourcing company. I was working as a trainer while he was employed as a sales coach. He is indeed a team player and very generous with his time and his knowledge.

It is notable how Mr. Miller goes the extra mile to make sure the trainees fully comprehend the principles behind the sales processes. I, as well as our other colleagues, find him to be very approachable and warm.

We seldom find a sales coach that can be as dedicated, as knowledgeable, and as passionate as Geoff is. He has a way of explaining things that make it easier for the trainees or the new-hires to grasp.

When Geoff finally leaves our company, it will be a big loss on our part. Any company will be very fortunate to have him. He is truly reliable and highly professional.

If there is anything more you need to know, please call me at 3456789.

Sincerely, 

[Senders Name]
[Senders Title] -Optional-

[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional
