
The purpose of a letter of recommendation email is to provide
a written endorsement of an individual’s skills, character,
and achievements. These emails are often sent to potential
employers, academic institutions, or other organizations to
support an individual’s application for a job, scholarship, or
special program. They are crucial in providing insight into
the applicant’s capabilities and personality from a third-
party perspective.

 

Key  Elements  of  a  Letter  of
Recommendation Email
–  Subject  Line:  Clearly  state  the  purpose  of  the  email,
including the name of the person you’re recommending.
–  Introduction:  Introduce  yourself  and  explain  your
relationship  with  the  person  you  are  recommending.
– Body: Detail the individual’s qualifications, achievements,
skills, and character traits that make them suitable for the
opportunity.
– Conclusion: Conclude with a strong endorsement and offer to
provide further information if needed.

 

Tips  for  Writing  a  Letter  of
Recommendation Email
1.  Be  Specific:  Use  specific  examples  to  highlight  the
individual’s strengths and achievements.
2. Stay Positive: Focus on positive attributes and how they
make the individual a good fit for the opportunity.
3. Keep it Professional: Use a professional tone and ensure
the email is well-structured and error-free.
4. Be Concise: Keep the email to the point while providing
sufficient detail to support your recommendation.



5.  Personalize:  Tailor  the  recommendation  to  the  specific
position or opportunity the individual is applying for.

 

Email  Templates  for  Letters  of
Recommendation
Template 1: For a Job Application

Subject: Recommendation for [Candidate’s Name] – [Job Title]

Dear [Recipient’s Name],

I am writing to recommend [Candidate’s Name] for the position
of [Job Title] at your company. As [Your Relationship with the
Candidate],  I  have  had  the  opportunity  to  observe  their
professional skills and work ethic closely.

[Candidate’s Name] has demonstrated exceptional abilities in
[Specific Skills or Achievements]. Their [Positive Qualities,
e.g., dedication, creativity] make them an ideal candidate for
this role.

Please feel free to contact me for any further information.

Best regards,

[Your Name]
[Your Position]

Template 2: For an Academic Program

Subject:  Letter  of  Recommendation  for  [Student’s  Name]  –
[Program Name]

Dear [Admissions Committee or Specific Person’s Name],

I am pleased to recommend [Student’s Name] for admission to



[Program Name] at [Institution’s Name]. As [Your Relationship
with the Student], I have observed their academic abilities
and dedication to their studies.

[Student’s Name] has shown exceptional talent in [Specific
Academic Areas or Skills]. They have consistently displayed
[Character Traits, e.g., determination, intelligence] in their
academic pursuits.

I am confident that [Student’s Name] will be a great addition
to your program.

Sincerely,

[Your Name]
[Your Position]

Template 3: For a Scholarship

Subject: Recommendation for [Student’s Name] – [Scholarship
Name]

Hello [Recipient’s Name or Scholarship Committee],

I am writing to endorse [Student’s Name] for the [Scholarship
Name].  As  [Your  Relationship  with  the  Student],  I  have
witnessed  their  outstanding  academic  achievements  and
commitment  to  [Relevant  Activities  or  Causes].

[Student’s Name] is not only academically gifted but also
demonstrates  qualities  like  [Mention  Qualities,  e.g.,
leadership,  community  involvement].  They  are  undoubtedly
deserving of this scholarship.

Best regards,

[Your Name]
[Your Position]

Template 4: For a Volunteer Position



Subject:  Volunteer  Position  Recommendation  –  [Candidate’s
Name]

Dear [Recipient’s Name],

I am writing to highly recommend [Candidate’s Name] for the
volunteer position at [Organization Name]. In my capacity as
[Your Relationship with the Candidate], I have been impressed
by their [Mention Qualities, e.g., compassion, dedication].

[Additional  Information  about  the  Candidate’s  Skills  or
Experiences].

Please don’t hesitate to reach out for more information.

Warm regards,

[Your Name]
[Your Position]

Template 5: For a Professional Award or Recognition

Subject:  Nomination  for  [Award  Name]  –  Endorsement  of
[Candidate’s  Name]

Dear [Award Committee or Specific Person’s Name],

I am delighted to nominate [Candidate’s Name] for the [Award
Name].  As  [Your  Relationship  with  the  Candidate],  I  have
observed their exceptional [Skills or Contributions] in the
field of [Relevant Field or Area].

[Specific Examples or Achievements of the Candidate].

I am confident that [Candidate’s Name] is a worthy candidate
for this honor.

Sincerely,

[Your Name]
[Your Position]



Template 6: For a Research Position or Grant

Subject:  Recommendation  for  [Candidate’s  Name]  –
[Position/Grant  Name]

Dear [Recipient’s Name],

I  am  writing  to  endorse  [Candidate’s  Name]  for  the
[Position/Grant  Name].  As  [Your  Relationship  with  the
Candidate],  I  have  had  the  opportunity  to  assess  their
research abilities and commitment to [Specific Field or Study
Area].

[Details on the Candidate’s Research Skills, Achievements, or
Potential].

Please feel free to contact me for further details.

Best regards,

[Your Name]
[Your Position]

Template 7: For a Leadership Role

Subject: Leadership Role Recommendation – [Candidate’s Name]

Dear [Recipient’s Name or Committee],

I  am  pleased  to  recommend  [Candidate’s  Name]  for  the
leadership role in [Specific Role or Program]. My experience
as [Your Relationship with the Candidate] has allowed me to
witness their leadership qualities first-hand.

[Specific Instances or Skills Demonstrating the Candidate’s
Leadership Abilities].

I am confident that [Candidate’s Name] will excel in this
role.



Sincerely,

[Your Name]
[Your Position]

Template 8: For an Internship

Subject: Internship Recommendation for [Candidate’s Name]

Dear [Recipient’s Name],

I  am  writing  to  recommend  [Candidate’s  Name]  for  the
internship position at [Company/Organization Name]. As [Your
Relationship  with  the  Candidate],  I  have  observed  their
professional development and enthusiasm for [Relevant Field or
Industry].

[Details about the Candidate’s Abilities and Suitability for
the Internship].

Please contact me for any additional information.

Best regards,

[Your Name]
[Your Position]

Template 9: For a Business School Application

Subject: Business School Recommendation – [Candidate’s Name]

Dear [Admissions Committee],

I am writing to endorse [Candidate’s Name] for admission to
your MBA program. In my role as [Your Relationship with the
Candidate], I have seen their business acumen and leadership
skills.

[Specific  Examples  or  Achievements  Demonstrating  the
Candidate’s  Business  Skills].



I am confident that [Candidate’s Name] will be an asset to
your program.

Sincerely,

[Your Name]
[Your Position]

Template 10: For a Creative Arts Program

Subject:  Creative  Arts  Program  Endorsement  –  [Candidate’s
Name]

Dear [Program Director’s Name],

I  am  delighted  to  recommend  [Candidate’s  Name]  for  the
[Creative Arts Program Name] at [Institution Name]. As [Your
Relationship  with  the  Candidate],  I  have  witnessed  their
creative talents and dedication to the arts.

[Details on the Candidate’s Artistic Skills and Achievements].

Please feel free to contact me for further endorsement.

Warm regards,

[Your Name]
[Your Position]

Template 11: For a Medical School Application

Subject: Medical School Application – [Candidate’s Name]

Dear [Admissions Committee],

I am writing to support [Candidate’s Name]’s application to
your  medical  school.  As  [Your  Relationship  with  the
Candidate], I have observed their commitment to medicine and
healthcare.



[Specific Examples Demonstrating the Candidate’s Suitability
for Medical School].

I am happy to provide further information upon request.

Sincerely,

[Your Name]
[Your Position]

Template 12: For a Technical Position

Subject: Recommendation for [Candidate’s Name] – [Technical
Position]

Dear [Recipient’s Name],

I recommend [Candidate’s Name] for the position of [Technical
Position] at [Company/Organization Name]. In my capacity as
[Your Relationship with the Candidate], I have been impressed
by their technical skills and problem-solving abilities.

[Details  on  the  Candidate’s  Technical  Proficiencies  and
Relevant Experience].

Please contact me for any additional information.

Best regards,

[Your Name]
[Your Position]

Template 13: For a Teaching Position

Subject: Teaching Position Endorsement – [Candidate’s Name]

Dear [Recipient’s Name or Hiring Committee],

I am writing to endorse [Candidate’s Name] for the teaching
position at [School/Institution Name]. As [Your Relationship



with the Candidate], I have seen their dedication to education
and ability to engage and inspire students.

[Specific  Examples  of  the  Candidate’s  Teaching  Skills  and
Successes].

I am confident in their teaching abilities and commitment to
education.

Sincerely,

[Your Name]
[Your Position]

Template 14: For a Sports Program

Subject: Sports Program Nomination – [Candidate’s Name]

Dear [Program Director’s Name],

I am pleased to nominate [Candidate’s Name] for the [Sports
Program  Name]  at  [Institution/Organization  Name].  As  [Your
Relationship  with  the  Candidate],  I  have  observed  their
exceptional skills and dedication to [Specific Sport].

[Details  on  the  Candidate’s  Athletic  Abilities  and
Achievements].

Please reach out to me for further discussion or information.

Best regards,

[Your Name]
[Your Position]

Template 15: For a Music or Performing Arts Scholarship

Subject: Scholarship Endorsement for [Candidate’s Name]

Dear [Scholarship Committee],



I  am  writing  to  endorse  [Candidate’s  Name]  for  the
[Music/Performing  Arts  Scholarship  Name].  As  [Your
Relationship  with  the  Candidate],  I  have  witnessed  their
outstanding talent and passion for [Music/Performing Arts].

[Details  on  the  Candidate’s  Artistic  Abilities  and
Achievements].

I am confident that [Candidate’s Name] is deserving of this
scholarship.

Sincerely,

[Your Name]
[Your Position]

Template 16: For a Research Assistant Position

Subject:  Research  Assistant  Position  Recommendation  –
[Candidate’s  Name]

Dear [Recipient’s Name],

I  recommend  [Candidate’s  Name]  for  the  Research  Assistant
position  in  [Specific  Field  or  Department]  at
[Institution/Organization  Name].  As  [Your  Relationship  with
the Candidate], I have been impressed by their research skills
and commitment to [Specific Area of Study].

[Details  about  the  Candidate’s  Research  Experience  and
Skills].

Feel free to contact me for more information.

Best regards,

[Your Name]
[Your Position]

Template 17: For a Student Leadership Position



Subject: Student Leadership Nomination – [Candidate’s Name]

Dear [Committee or Person’s Name],

I am writing to nominate [Candidate’s Name] for the [Student
Leadership  Position]  at  [Institution/Organization  Name].  As
[Your Relationship with the Candidate], I have seen their
leadership  qualities  and  ability  to  positively  influence
peers.

[Specific Instances or Skills Demonstrating the Candidate’s
Leadership].

I am confident in [Candidate’s Name]’s leadership potential
and abilities.

Sincerely,

[Your Name]
[Your Position]

Template 18: For a Science and Technology Program

Subject: Endorsement for [Candidate’s Name] – [Program Name]

Dear [Program Director’s Name],

I am pleased to recommend [Candidate’s Name] for the [Science
and  Technology  Program  Name]  at  [Institution/Organization
Name]. In my role as [Your Relationship with the Candidate], I
have  observed  their  aptitude  and  enthusiasm  for
[Science/Technology].

[Details  on  the  Candidate’s  Skills  and  Accomplishments  in
Science/Technology].

Please don’t hesitate to reach out for additional information.

Warm regards,

[Your Name]



[Your Position]


