[Company name]
[Company Address]
[Date today]

To Whom it May Concern:

[Employee’s Name] has been with our company for several years. He has been one of our outstanding employees in the production department. He has worked in many projects under my management and I found him to be a very capable [Production Manager] and he really puts his heart and sole in his work. For his personal reasons, he resigns on his own and we are truly sorry to lose him. He has all of the fine qualities you would expect from a good employee. Honestly, I feel that any firm that hires him will be quite fortunate. 

Overall, [Employee’s Name] is a very conscientious and able employee. I am sad to see him leave. I strongly recommend [Employee’s Name] for any [production] position. 

Sincerely,

[Sign here]

[Your name, title]

[Company name]

