{Your Address}

{City, State, Zip}

{Date}

{Recipient}

{Recipient's address}

{City, State, Zip}

Dear {Name},

It is my honor to recommend _______________ for the position of _____________________. During his ________ years in the Army, I am completely confident in his ability to think critically, plan creatively and act in a professional and efficient manner.

__________________ arrived here at ___________________ as a PFC and quickly proved himself to be diligent and innovative. He immediately set about performing any order given to him with great enthusiasm, all while attending special classes and training to become an SPC. After his full __________ years, _______________________ will be leaving as a distinguished Corporal. He has been in charge of personal training of small groups of new recruits and he has done his duties effectively and proudly.

I am certain that ___________________ will apply the same determination and dedication to any position he seeks as a civilian. I cannot recommend him highly enough. If you require further information, please contact me at ________________________.

Sincerely,

{Name}

{Rank}

