Place and date _________________________________
To whom it is addressed ______________________________
Position of the person to whom it is addressed ___________________________
Company address ________________________
 
Dear Mrs. ______________________ (name of the person to whom it is addressed).

I would like to recommend _______________________ (recommended name) for the _____________________ (vacancy) position on ___________________________ (company name). Knowledge of _____________ (name of the recommended) ___________ (time) ago when he started working at _____________________________ (previous company) in the __________________ (position).
_______________________ (recommended name) started working as (position). In a short time she was promoted to her current position as ________________________, which was a recognition of her commitment and dedication.
During his time at the company, he helped ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ (achievements in the company).
_______________________ (recommended name) is a highly organized person, a responsible professional and a great team member and leader who always seeks to create value for the company. I really believe that she will be a great asset for your company.

Sincerely,      
Title and name of who recommends ______________________________  
Post of who recommends _____________________________ 
Telephone and email of who recommends ______________ / ________________  
___________________
Firm
