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Recipient’s Name
Recipient’s Title
Company Name
Address
City, State ZIP Code
January 16, 20XX


Dear (Recipient’s Name),
I am pleased to recommend (Employee’s Name), an individual I have had the privilege of working closely with at (Your Company) for (duration). While (Employee’s Name) has displayed commendable strengths, I believe it is equally important to provide insights into areas where (employee) can further develop.

(Employee’s Name) has shown commendable proficiency in (specific skills), contributing significantly to (projects or team initiatives). However, to foster continued growth, (employee) could benefit from additional development in (identified areas for improvement).

One aspect to highlight is (specific area for improvement). While (Employee’s Name) has made progress in this area, I recommend providing opportunities for further skill enhancement or training to maximize (his/her) potential. Recognizing and addressing this area will undoubtedly contribute to (Employee’s) overall professional development.

Despite this, (Employee’s Name) has consistently demonstrated (other strengths), such as (mention positive traits). (Employee) is known for (ethical standards or company values), contributing positively to our team’s culture.

I believe that with targeted support and opportunities for skill development, (Employee’s Name) has the potential to further excel. I offer this recommendation with confidence that (employee) will actively seek improvement opportunities and continue to make positive contributions to your organization.

For any inquiries or additional information, please feel free to contact me at (your email address) or (your phone number). Thank you for considering my recommendation for (Employee’s Name).



Sincerely,

Elizabeth Keen
Elizabeth Keen
Title, Company
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