
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to attest to the good conduct of [Individual's Name] during 

their time at [Company/Organization/School Name].  

[Individual's Name] has consistently demonstrated exemplary behavior and 

a strong work ethic. Their interactions with peers and supervisors have 

been respectful and positive, reflecting their commitment to maintaining 

a professional environment.  

Throughout [his/her/their] tenure, [he/she/they] has shown integrity, 

responsibility, and a willingness to assist others. [He/She/They] has 

adhered to all policies and procedures, making a significant contribution 

to our team.  

I fully support [Individual's Name] in [his/her/their] future endeavors 

and can confidently recommend [him/her/them] for [specific opportunity or 

situation, if applicable].  

Please feel free to reach out to me at [Your Phone Number] or [Your Email 

Address] if you require any further information.  

Sincerely,  

[Your Name]  

[Your Position]  

[Company/Organization Name] 


