 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Referral of the candidate

Thank you for your letter dated [ date ] regarding the referral of an appropriate employee to your Company in the post of [ position ].

We are delighted in recommending your Company [ employee’s name ] who served in our Company as the post of [ the position ] from [ date ] to [ date] .

During this period, [ employee’s name ] was found to be willing to learn, very cooperative and has a strong analytical mind.  [ other qualities can also be specified ] Hence, we think [ employee’s name ] will be very suitable for the post on offer. 

If you should require further information on [ employee’s name ], please do not hesitate to contact me on [ phone number ].

Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

