10 January 20XX
Georgia Oscar
Brooklyn, ER456

Dear Mr. Oscar, 
I am writing this letter to you on behalf of Mr. Keats who has worked as a sales manager in my company. He had been given us his services for the last fifteen years, so it is a matter of great felicity for me to recommend him for the post of branch manager in your organization. 
While he was here on the aforesaid post, he maintained all the previous and current records of the organization and performed each task energetically. During the time that he spent with us, he completed all the projects on time and proved really an asset for us. He was involved in profound talk with customers and respected all the junior and senior staff.
In my absence, he used to maintain all the official records. He is competent enough as well as an eloquent communicator. He rehabilitated our office system and pace it up to the modern level with his charming performance. He really did an outstanding job here and is well deserved for the post of branch manager in your organization. He is God-gifted with unique qualities such as depth communication with customers, a well-organized personality, and the ability to work independently and to perform countless tasks with a passion to wind up all within the specified time frame.
Moreover, as I remember, once he was given an additional duty in my absence to arrange a meeting with the CEO of our company and he presented unique ideas there which won the heart of everyone. Fulfilling our expectations, he accepted all challenges and completed his tasks in an efficient way.  He always remained available for us through difficult circumstances.
Keeping in view his performance there would hardly be any exaggeration in stating that he is highly suitable for your organization based on his excellent communication skills and sensible behavior.
Regards,
Ella Adam
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