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,
I have coached [Full Name] in [sport] at [Team or School Name] for [number] seasons, and I am glad to write this character reference. Coaches see young people tired, losing, and unsupervised — which is where character actually shows.
[First Name] is [the first to help carry equipment, the teammate who lifts the bench, the athlete who owns a mistake out loud]. [One concrete moment — the game they sat and still coached from the sideline, the season they trained back from injury.]
Talent gets attention; character gets my reference. [First Name] has both, and I have written very few letters like this one.
Reach me at [phone number or email address] — I am glad to say more.
Sincerely,
Marcus Ellery

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