ALEX RIVERA
[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 managed [Full Name] as [Job Title] at [Company Name] from [start] to [end], and I recommend [him/her/them] without reservation.
In that role [he/she/they] [core responsibility] and [one measurable result]. [First Name] was [dependable, easy to work with, quick to own problems] — and I would rehire [him/her/them].
I am glad to speak further; my direct line is [phone number].
Sent from [Your Name], [Your Title], [Company Name].
Sincerely,
Alex Rivera
