
[Your Name] 

[Your Job Title] 

[Company Name] 

[Current Date] 

To Whom It May Concern, 

I am writing to highly recommend [Employee Name] for a managerial position within your 

organization as they undergo a cross-country relocation to [New City/State]. During their 

[Number] years at [Company Name], [Employee Name] served as [Job Title] and consistently 

demonstrated exceptional leadership and professional integrity. 

In their role, [Employee Name] was responsible for overseeing a team of [Number] and 

successfully managed [Specific Project or Department]. They possess a unique ability to 

streamline operations and foster a collaborative work environment. Their strategic thinking led to 

a [Percentage]% increase in productivity/revenue during their tenure. 

Beyond their technical expertise, [Employee Name] is a reliable and adaptable leader. Despite 

the challenges of relocating, they have maintained a high level of commitment to their current 

responsibilities, ensuring a smooth transition for their successor. I am confident that their skills 

in team management, problem-solving, and communication will make them an immediate asset 

to any company in [New City/State]. 

We are sorry to see them leave our local office, but we fully support their move and recommend 

them without reservation. Please feel free to contact me at [Phone Number] or [Email Address] if 

you require any further information. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


