Dana R. Whitfield
[YOUR TITLE]  ·  [ORGANIZATION]  ·  [NUMBER] YEARS
[City, State]  ·  (000) 000-0000  ·  your.email@email.com
[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
I am writing to provide a business reference for [Company Name], with whom [my company, [Your Company]] has worked since [year]. I am [your title], and I have overseen our relationship directly for [length of time].
Over that period, [Company Name] has [delivered on scope and schedule, handled roughly [$X / volume] of work for us, absorbed two rush jobs without a slipped date]. When [a real test — the supply disruption, the compressed deadline, the spec change mid-project], they [what they did about it].
Vendors are judged on the bad weeks, not the good ones. [Company Name] has been straight with us about problems early, priced honestly, and stood behind their work — and we continue to award them business by choice.
I am glad to answer questions or provide further detail at [phone number or email address].
Sincerely,
Dana R. Whitfield
