December **, ****
To Whom It May Concern:

It gives me great pleasure to provide a letter of recommendation for Mr. *** ***, who is applying to the ****** program at your institution. I would like particularly to describe his abundant work experience and performance record for your review.
I have known Mr. *** since I moved to the ********* department as a manager in **** compnay. While I was working for the ********* department for *** years, I supervised his work performance. The company we worked together at that time, ************ Co., Ltd, was one of the major ****** companies in Japan. 

I supervised Mr. ***** works while he was in my department for **** years.  He was assigned to numerous projects related to new and core planning, although these businesses were quite new to him at first.  He showed steady and fast progress and he can complete a project from scratch.  Mr. ***** was in charge of a wide variety of task such as *****, *****, ***** and *****. He is a person who shows lots of individual initiatives and is always the core of the project. I have believed if it were not for his hard work, the projects could not succeed.  I had high expectations that he would continue to contribute to our company because he is the kind of person who gathers trust not only from clients but also from his colleagues.
Recently, however, Mr. ***** informed me of his decision to study abroad.  His leave would be a great loss in our office as he was a very capable and diligent worker.  However, I strongly believe that if he is accepted into your ***** program and he is given the opportunity to acquire greater skills and knowledge in business, along with a worldwide network and negotiation skill in English for his future career goal, he will put his full effort into his studies and make a valuable contribution to your university.

Sincerely yours,

Sign 

***** ***** (name of recommender)

Title

Department of **********

********** (name of company)
Letter head (Company Name and Address) 








