[Date]
To whom it may concern,
I am pleased to recommend [Candidate Name] for [the position of Job Title / admission to Program]. I am [Your Name], [Your Title] at [Organization], and I [managed / taught / worked alongside] [Candidate First Name] for [duration] as [their manager / professor / colleague].
[Candidate First Name] stood out for [key strength]. For example, [concrete example one: a project, a result, a number if you have one].
Equally important, [second strength: reliability, character, teamwork], shown when [concrete example two].
I recommend [Candidate First Name] [without reservation / enthusiastically] for this [role / program]. Any team would be fortunate to have [him/her/them], and I'm happy to answer questions at [email / phone].
Sincerely,
[Your Name]
[Title, Organization]
