
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to formally attest to the good conduct of [Name of the 

individual] during their time at [mention the context, e.g., workplace, 

school, etc.].  

Throughout their tenure from [start date] to [end date], I have had the 

opportunity to observe [his/her/their] behavior and contributions. [Name] 

has consistently demonstrated a high level of integrity, professionalism, 

and respect towards colleagues and clients alike.  

[Include specific examples or anecdotes that illustrate their good 

conduct and character.]  

In conclusion, I highly recommend [Name] as an individual of exemplary 

character and conduct. Should you require any further information, please 

feel free to contact me.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position] 


