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[bookmark: _GoBack]To: andrewbrook@businessschool.com
From: [Name]
Subject: Recommendation for [Name]

Dear Prof. Andrew Brook,
My name is [Name]          . I studied in school of business, business administration between 2014 and 2016. I scored a B overall although I got As in my favorite units which included basic management skills, the course you taught. I have applied for a position of general sales manager in a local water distribution company and they requested recommendation. They requested that the letter should not be submitted later than 20th March, 2020.
I started your business management skills class on February 2016 and you assisted me in developing fundamental expertise in management. You taught me that a manager needs to plan, organize and coordinate, command and control. With your help, I managed to do exemplary well in basic management skills. I therefore could not find a better person to write my recommendation letter. The managerial position will help me put to practice what you taught me and I am both anxious and excited about the possibility of getting it awarded to me.
It is my kind request that you include my commitment to learn new things and my ability to work in a team. It could be helpful since those are some the potential areas the company will be looking for.
I would be glad to know that you will be writing my recommendation. I will also send a polite reminder in the middle of March through this email. The letter of recommendation can be uploaded to www.waterlinehr.com, if possible by 20th March. Thank you for your support.

Best Regards,
 [Name]
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