６－３　推薦状

１　定型パターンの表現
推薦状の書き出し
◇I am happy to give Mr. Smart my highest recommendation.
◇Mr. Clark has my strong recommendation.

◇I recommend Ms. Smith without reservation.
◇It is my pleasure to recommend Ms. Brookes for a position with your firm.

◇I have no hesitancy in highly recommending Mr. Cowper. 
推薦者の能力を伝える
◇His extraordinary ability to analyze problems is invaluable.

◇He has good analytical and communication skills.

◇I was impressed with his professionalism, intelligence and creativity.

◇His work always exceeded my expectations.

◇He took leadership roles in every meeting.
推薦者の実績・経験を伝える
◇During his tenure, we saw several increases in profits that exceeded our expectations.

◇She has many years of experience in all areas of legal work.
推薦者の性格を伝える
◇He is a person that anyone can depend on.
◇He was highly respected among colleagues, customers and business connections.

推薦状の結び
◇Ms. Lewis will be a great addition to your program.

◇I enthusiastically recommend Mr. Brown as a promising candidate.

◇Ms. White will prove to be a valuable asset for any organization.

◇If you have any further questions with regard to her background, please call me.
２　自社の元社員を取引先に推薦するEメール
Dear Mr. Morris, 
I am pleased to enthusiastically recommend Mr. Arnold Jones. I worked with Mr. Jones 

for over 5 years and was always impressed with his determination and tenaciousness. 
He was a very talented sales representative. He achieved his sales quota every year 

during his tenure in this company.

I therefore have no hesitation in highly recommending Mr. Jones. If you need more 
information, please feel free to call me anytime.
Sincerely,
Daniel Cox
言い換え表現
１．I always admired his determination and tenaciousness. 
２．He met his sales quota every year while he was working at this company.

３．Therefore, I would highly recommend Mr. Jones without any hesitation. 

発展表現
１．Based on my experience in working with Mr. Brown, I would recommend him to you 
for your open position. 

２．I’m sure Mr. Parker would be a great asset to your company.
３．I would recommend Ms. Flores without qualification.
４．I am confident that Ms. Sanchez will continue to be very productive.

単語に注目
１．Every worker on the assembly line feels the pressure to fill the production quotas. 

２．Fishermen are dissatisfied with the cuts in the cod quota. 

３．The full quota of the department will be decreased next year. 

