
HOW TO WRITE A PERSONAL LETTER OF RECOMMENDATION EXAMPLE

Review examples of character and personal recommendation letters for a variety of circumstances, plus tips for
requesting and writing references.

Even if you are writing a more general recommendation, you can still ask the person about the types of jobs
they will be applying for. After all, these letters are generally required for big life events, such as a new job, a
home purchase, or admission to a program or school. It is fine if these are not work-related examples â€” after
all, you do not know the person from a work setting. If necessary, use more than one paragraph to provide
details. Before agreeing to write a character reference letter, be sure that you can write a positive and honest
letter. How to Use Letter Samples A letter sample can help you decide what kind of content you should
include, as well as how to format your letter. He and I met while volunteering as mentors for the local chapter
of the Boys and Girls Club and he also offered his consulting services to my small business, helping me
improve my website and increase web traffic. Include your email address, telephone number, or both at the
end of the letter. Manish is the type of person you can count on to keep a cool head in a stressful situation, and
his positive attitude is contagious. Templates also show you what elements you need to include in your letter,
such as introductions and body paragraphs. Use specific examples of times the employer demonstrated these
skills or qualities. Conclude the letter with an offer to provide more information. If there is a submission
deadline, be sure to submit it prior to the due date. Provide specific examples of ways in which the person has
demonstrated these various traits in the past. Offer to send them your resume or to update them on your life if
they would like some more information, and make sure they understand the deadline by which their reference
needs to be received. Conclude with a handwritten signature and your typed signature underneath. Along with
using character references when applying for jobs or school, you might also need a character reference when
applying for a loan from the bank. With a personal letter, you are writing a recommendation letter because you
know the person and their character, rather than because you have direct experience with their work or
education. However, you should always be flexible. For example, if a letter template only has one body
paragraph, but you want to include two, you should do so. Be as specific as possible. Neighbors and
acquaintances may be willing to write a reference for you. A recommendation letter should be tailored to both
the person being recommended and to the position or responsibilities involved. A statement of
recommendation Your final statement should declare your recommendation. Begin with your contact
information at the top of the letter, followed by the date, and then the contact information of the employer.
Conclusion with Summary This section of the recommendation letter contains a brief summary of why are you
are recommending the person. You might also ask the person if he or she has a resume or other document
listing their skills and experiences that you can use to help write the letter. For these reasons, I recommend
Manish for the Marketing Manager position and believe he would be a valuable asset to any organization
fortunate enough to have him on their team. Include a phone number within the paragraph or another form of
contact such as an email address. Therefore, ask the candidate for the job listing ahead of time, or at least ask
what types of jobs the person will be applying for if it is a general recommendation letter. Be sure to
thoroughly edit your letter so that it is polished and professional.


