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

[Month Day, Year]
The Honorable [Judge’s Full Name]
[Name of Court]
[Court Address]
[City, State ZIP]
To the Honorable Judge [Last Name],
I submit this character reference for [Full Name] in connection with the [DUI / OWI] matter before the court. I am [your name and occupation] and have known [First Name] for [number] years as [the relationship]. I am aware of the charge.
I will not minimize what happened, and neither has [First Name] — [he/she/they] told me directly, and the conversation was [remorseful and unsparing]. Since then [he/she/they] has [the concrete steps — completed the alcohol education program, attended meetings weekly, stopped drinking entirely, arranged transportation for work].
The person I have known for [number] years is [the honest picture — a dependable parent, a steady employee, someone who has never given me another cause for concern]. I believe the changes I have witnessed are real, because I have watched them hold for [length of time].
Thank you for the court's consideration. I can be reached at [phone number or email address].
Sincerely,
Marcus Ellery

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