[Your Name]

[Your Job Title]
[Organization Name]
[Date]

[Recipient Name]
[Recipient Job Title]
[Recipient Organization Name]

Subject: Transition Recommendation for [Outgoing Specialist Name]
Dear [Recipient Name],

I am writing to formally recommend [Outgoing Specialist Name] for their next professional
endeavor as they transition from their role as Organizational Development (OD) Specialist at
[Organization Name]. During their tenure, they have been instrumental in driving cultural
alignment, leadership development, and operational efficiency.

As an OD Specialist, [Outgoing Specialist Name] excelled in the following areas:

o Change Management: Successfully guided departments through [Specific
Change/Restructuring], ensuring high employee engagement and minimal disruption.

e Training & Development: Designed and facilitated workshops that improved [Specific
Skill, e.g., Conflict Resolution] across the management team.

o Data Analysis: Leveraged employee engagement surveys to identify gaps and implement
data-driven interventions.

e Process Improvement: Streamlined internal communication workflows, resulting in a
[Percentage]% increase in reported team collaboration.

Beyond their technical expertise, [Outgoing Specialist Name] possesses a unique ability to build
trust with stakeholders at all levels. They approach organizational challenges with an analytical
mindset and a human-centric focus, making them an invaluable asset to any Human Resources or
Strategy department.

I highly recommend [Outgoing Specialist Name] for a role that requires a strategic thinker
capable of managing complex transitions and fostering a positive workplace culture. Please feel
free to contact me at [Phone Number] or [Email Address] if you require further information.
Sincerely,

[Signature]

[Your Printed Name]



