Jordan A. Bennett
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname


[Month Day, Year]
The Honorable [Judge’s Full Name]
[Name of Court]
[Court Address]
[City, State ZIP]
Dear Judge [Last Name],
My name is [Your Full Name], [Your Title] at [Company Name], where [Full Name] has worked as [Job Title] for [length of time]. I am writing regarding the DUI matter before the Court. [First Name] told me about the charge directly and has been forthright about it; I write with [his/her/their] knowledge and at [his/her/their] request.
In [his/her/their] time with us, [First Name] has been [specific work qualities — reliable, careful, trusted with [responsibility]]. [One concrete example — a project completed, a responsibility handled, a day [he/she/they] stayed late to cover for a colleague.] [He/She/They] has never had a disciplinary issue here, and colleagues [one line about how they regard him/her/them].
Since the charge, [First Name] has [steps you have observed — kept every shift, told me about the education program [he/she/they] enrolled in, arranged transportation]. [His/Her/Their] position with us remains open regardless of the outcome, and I expect [him/her/them] to continue as a valued employee.
I respectfully ask the Court to take this into account. I am glad to confirm anything in this letter; I can be reached at [phone number or email]. Thank you for your consideration.
Sincerely,
Jordan A. Bennett
