Referral Letter for a Friend Applying for a Training Program
[Your Name]
[Address]

[Letter Date]

 

[Recipients Name]-optional
[Address]-optional

 

To Whom It May Concern
 

Dear [Recipient’s Name],

My name is [enter name] and I am currently enrolled in [enter program] at [enter institution]. With due respect, I would like to refer my friend [enter name] for the training program of [enter details]. I know him since [enter period] and we together had taken many educational and training programs. I find him a potential candidate for this training program. He is good at learning new things, keeping friendly ties with the fellows and giving extraordinary output. I hereby request you to consider him for this training program. Thank you! 
Sincerely, 
[Your Name]
[Senders Title] -Optional-

