
Eleanor Whitfield
[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,
At the request of [Customer Name], I am providing a credit reference based on our commercial relationship with them at [Your Company], which began in [year].
We have extended [terms] to this customer across approximately [number] transactions totaling [$X]. Invoices have been [paid within terms / paid on average X days from invoice]. When a dispute arose over [the honest instance], it was [resolved directly and promptly].
I would extend credit to [Customer Name] again on the same terms, which is the most useful thing I can tell you.
I can be reached at [phone number or email address] for anything further.
Sincerely,
Eleanor Whitfield
