Sample Recommendation Letter

18 January 2005
To Whom It May Concern: 


 

I am delighted to present this letter of recommendation on behalf of Mr. Dan Levi. As the General Manager of General Accounting Services Ltd. recently promoted from head of the Financial Advisory Services Department (FAS), in the framework of which I was Dan’s direct supervisor for over six years, I feel qualified to attest to his merit. 

Starting as a Junior Consultant fresh out of university and gaining promotion to Manager within 3½ years, Dan is one of the brightest, most promising managers I have encountered, with a performance record that is on par with that of a top executive. Dan currently manages Merger & Acquisition projects, as well as the firm’s Community Volunteer Projects, and is a member of 3 important firm teams: the FAS Strategic Development team, the firm’s Service Development and Implementation team, and the firm’s Marketing team.  

Dan’s contribution to the firm is a derivative of his unusual combination of specialties and skills. With a solid academic background in Law, Finance, and Accounting, his multi-disciplinary knowledge and proficiency, complemented with strong analytical ability and attention to detail, allow him to manage projects inclusive of cost accounting, financial models and due diligences in a variety of areas. 
Dan’s unquestioned professionalism, integrity, and openness, combined with his trademark communication ability, have earned him the respect and trust of colleagues, superiors, and clients. With the latter frequently approaching him directly for services or requesting his specific management on ensuing projects, they have also gained the firm repeated business - often despite relatively uncompetitive rates. As I know I can rely on Dan’s unusual people skills, I normally assign new employees to him for initial supervision, and I am continuously impressed with the extent to which he has managed to increase employee and client involvement in the “Big Brother” volunteer project he enthusiastically manages. 

It seems Dan is always on the lookout for new growth opportunities: his natural curiosity and thirst for knowledge drive him to nurture and extend his areas of expertise uncompromisingly.  He works well under pressure, independently and in a team: he is well-focused, motivating, and responsible, but mostly – he is enterprising. His initiative has in fact impacted the company on a firm level, helping transform its client-service culture, expand the FAS client-base via the introduction of new services, and promote a cross-departmental team spirit (partially an outcome of the successful functions he organizes).
I genuinely regret seeing Dan leave and have tried my best to persuade him to stay on – I consider him a rare asset. Nevertheless, I am confident that he will thrive within any professional setting, while profoundly enhancing it with the aggregate of his knowledge and skills, and with his vivid personality. I wish him the best of good luck and will be glad to furnish you with any additional information, if such is required. 
Sincerely,

Guy Dellingo
General Manager

General Accounting Services Ltd.
