
Eleanor Whitfield
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname

[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
I write to recommend [Full Name] for substitute teaching in your district. As [building secretary / assistant principal / substitute coordinator] at [School Name], I book and observe our substitutes, and [First Name] is the first name on our list — this letter is really that simple.
Substitutes are judged by what survives them: lesson plans followed, rooms left orderly, students on task. After [First Name]’s days, teachers return to [plans executed, real notes on how each period went, students who ask when they are coming back].
We request [First Name] [number] days a term and lose [him/her/them] to other buildings when we hesitate. Districts that keep their sub lists honest should move quickly.
Verification and detail: [school phone or email].
Sincerely,
Eleanor Whitfield
