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


[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
I am writing for [Full Name], whom I worked with at [Company Name] for [length of time] — not on the same team, but across departments, where cooperation is voluntary and character shows fastest.
Every joint project between our groups went better when [First Name] was on it. [He/She/They] [returned answers the same day, translated between our teams’ languages, gave credit away freely].
The people other departments request by name are the real backbone of a company. [First Name] was requested by name. That is my whole reference, and it is enough.
I am happy to elaborate at [phone number or email address].
Sincerely,
Jordan A. Bennett
