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 [your title] at [Company Name], where [Full Name] has worked since [year]. This letter speaks to [his/her/their] character rather than [his/her/their] job performance, and I write it knowingly and gladly.
An employer sees a person under pressure, around money, and among colleagues — the three places character is hardest to fake. In [number] years, [First Name] has been [honest to the dollar, steady when the day fell apart, decent to every person in the building regardless of rank]. [One concrete moment.]
I trust [First Name] with [the register, the keys, my clients, the crew] and have never had cause to reconsider. Whatever this letter is being read for, that is my whole testimony.
I am glad to verify anything here at [phone number or email address].
Sincerely,
Dana R. Whitfield
