
HOW TO WRITE A REFERENCE FOR A FRIEND TEMPLATE

Learn how to write a reference letter for a friend with this sample, and get tips on what information to include on your
friend's behalf.

Also, be sure the person you choose is able to speak to your attributes as they relate to the position or industry.
I have known Suzanne personally for over ten years, and have always known her to be an organized and
responsible individual. When you are asked to write a reference letter for a job, you should ask about their job
nature so that you can point out the features related to that job. After all, you want to help this candidate stand
out. Perhaps a few personal recommendation letter samples will help. Conclusion The concluding paragraph
of a reference letter contains an offer to provide more information. Only say you will write the
recommendation if you can recommend the person without reservation. Emphasize this especially at the
beginning and end of the letter. How to Use Reference Letter Examples It is a good idea to review letter of
recommendation samples before writing your letter. Begin your letter with this basic information. Be as
specific as possible. Make sure you follow any requirements, especially about where and when to send it and
its requested format for example, PDF, physical letter, etc. When you are asked to write a reference letter, you
have to think about the format and then write it so that it will look good. Even if you are writing a more
general recommendation, you can still ask the person about the types of jobs they will be applying for. You do
not want them to simply copy and paste a sample letter. Include your email address, telephone number, or both
at the end of the letter. After all, these letters are generally required for big life events, such as a new job, a
home purchase, or admission to a program or school. At first, when you are asked to write a reference letter,
you have to analyze the purpose of their approach to write a letter. Follow a business letter format. Try to
include language from the job listing, if your friend shares the listing with you. You do not have to give details
about how you met; you can simply say that you have known the person personally for however many years.
In order to achieve this, reference letter templates are created. For example, if you are asked to write a
reference letter for your team member, then you can write as a team manager. Once, while we volunteered
together at the Boys and Girls Club, the events coordinator became very sick. She has taken many responsible
roles in both of these organizations; her contributions include acting as Secretary of the Library Board and
heading the Historical Society's Annual Fund Drive. Therefore, you can download the available templates for
reference letter and use. Hence, this letter is defined as the reference letter. While letter samples are a great
starting point for your own letter, you should always be flexible. In the body of your letter, focus on one or
two qualities in this person that make him or her a good fit for the job. When you are asked to write a
reference letter, you should search through internet. Summary This section of the reference letter contains a
brief summary of why you are recommending the person. With a personal letter, you are writing a
recommendation letter because you know the person and their character, rather than because you have direct
experience with their work or education.


