
**[Your Name]**  

**[Your Address]**  

**[City, State, Zip Code]**  

**[Email Address]**  

**[Phone Number]**  

**[Date]** 

**[Recipient's Name]**  

**[Recipient's Title/Position]**  

**[Recipient's Address]**  

**[City, State, Zip Code]** 

Dear [Recipient's Name], 

I am writing to you regarding [Character's Full Name] in relation to 

[specific context or situation]. I have known [him/her/them] for 

[duration of time] and can attest to [his/her/their] character and 

integrity. 

Throughout our relationship, I have observed [specific traits or 

qualities, e.g., honesty, kindness, hard work]. One instance that stands 

out to me is [provide a specific example that illustrates positive 

traits]. This experience truly exemplifies [his/her/their] [mention the 

character trait being highlighted]. 

I believe that [Character's Full Name] has [mention any relevant skills, 

contributions, or qualities that apply to the situation]. I am confident 

that [he/she/they] will [mention a positive outcome related to the 

context]. 

Thank you for considering my perspective on [Character's Full Name]. I am 

happy to provide further information if needed. 

Sincerely, 

[Your Name]  

[Your Signature (if sending a hard copy)]  

[Your Title/Relationship to the Character] (optional) 


