To Whom It May Concern:
I know that {Name} has applied for the {name of position} position at your {company, store, etc.}, and I wanted to write to you to give you the reasons why I can absolutely recommend {Name} for this job.
I have known {Name} for {length of time}, because we have {how you know the person}. In my time with {Name}, I have learned that {he/she} is an invaluable member of any team. {He/she} constantly strives to achieve and then surpass any goals set, and works as a morale booster for the rest of the team if things aren’t going as well as planned.
I have always noticed that {Name} is up for anything, and never complains about the work set before {him/her}. I have been proud to know {Name}, and I know you will be happy to have {him/her} as part of your team.

Please contact me if you would like me to answer any questions or give you some specific examples.

Sincerely,

{Sender}







