SAMPLE LETTER OF RECOMMENDATION

Month XX, 20XX


Dear Organization:

I am delighted to recommend Student First and Last Name for admissions into your university.  I have known First Name, since Year.  He or She worked or volunteered as a Position with the Organization Name from Month - Month 20XX.  During this time, First Name became familiar with XX by insert actions.  He or she impressed me with his or her ability to solve problems, effectively communicate, and think critically. First Name’s creativity and innovative mindset exceeded my expectations.  

First Name was extremely proactive.  He or she developed XX and XX.  He or she was professional and results-driven.  First Name exceeded my expectations with his or her time management capabilities. I gave First Name several tasks that he or she consistently delivered high quality work products in significantly less time than anticipated. 

In conclusion, I strongly recommend First Name Last Name for admission at your college. He or she demonstrated exceptional professional and academic achievement in the past. First Name currently has a X.X grade point average while completing his or her final semester at high school. He or she pursues academic excellence and welcomes challenges. Please afford him or her the opportunity to continue to excel at your university. If you have questions, please do not hesitate to contact me at (XXX) XXX-XXXX or email@yahoo.gov.

Sincerely,                                                                                                                     



Name
Title
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