Alistair Crane
[Your Title / Standing]
[Street Address]  ·  [City, State ZIP]  ·  (000) 000-0000

[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
Re:  [Subject — case name and number, or what this letter supports]
To Whom It May Concern,
I am pleased to provide this reference for [Firm or Professional Name], who has provided [accounting / legal / consulting / IT] services to [Your Company] since [year]. I am [your title].
Their engagement covered [scope — our annual audit, our contract review, a systems migration]. The work was [delivered on the agreed timeline, priced as quoted, clear enough that non-specialists on my team could act on it]. [One concrete outcome — the finding that saved us $X, the migration with no downtime.]
Professional services live or die on judgment and communication. [Firm Name] has given us both, and we have retained them for [number] consecutive engagements.
I am available at [phone number or email address] for any follow-up.
Sincerely,
Alistair Crane
