MARCUS ELLERY
[Your Title]  |  [Organization]
[City, State]  ·  (000) 000-0000  ·  your.email@email.com

[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
This letter serves as a vendor reference for [Vendor Name], a supplier to [Your Company] since [year]. I am [your title] and manage this account.
[Vendor Name] supplies us with [product or service] at approximately [volume/frequency]. Their performance record with us: [on-time delivery rate, quality/return rate, responsiveness to issues]. In [number] years, we have had [the honest count] of significant issues, each resolved [how].
I would characterize [Vendor Name] as [reliable, fairly priced, easy to reach when something goes wrong] — and we have renewed with them [number] times on that basis.
Please contact me at [phone number or email address] if you would like to discuss the account in more detail.
Sincerely,
Marcus Ellery

Signature:                                                                       
Printed name:  [Your Full Name]
Title / standing:  [Your Title]
Phone:  (000) 000-0000        Date:  [Month Day, Year]
