SAMPLE LETTER OF RECOMMENDATION

(Appropriate letterhead)

(Office Symbol) 

SUBJECT: Letter of Recommendation 

TO WHOM IT MAY CONCERN 

Ms. Mary Jones has been a volunteer staff member at Fort Swampy Army Community Service (ACS) Center from January 1981 to the present. She has been an extraordinarily dedicated volunteer, unselfishly donating an average of 7-10 hours per week during her entire time at Fort Swampy. 

She was an exceptionally efficient office receptionist, assisting families who required lending closet services, answering inquiries regarding ACS matters and making appropriate referrals, and preparing correspondence. She was solely responsible for maintaining records for 20-35 volunteers. She maintained the complete filing system for military installation information.

Her major accomplishment was the establishment of a precise recording system, to include continuous updating of new material to be dispatched to and received from other military posts on a worldwide basis. 

I sincerely hope others will take the opportunity to use her many talents and recommend her to any future employer. 

	
	(Signature)

	
	(Type name)

	
	Army Community Service Director


