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,
It is a pleasure to write this letter for [Full Name], my friend of [number] years. We met [how you met], and [he/she/they] has been a constant in my life since.
If I had to name the thing that defines [First Name], it is [the quality]. I saw it most clearly when [a story from the friendship — one honest, specific moment].
Anyone can collect acquaintances; [First Name] is the rarer kind of person who keeps commitments and keeps confidences. I am proud to be [his/her/their] reference.
Please reach out at [phone number or email address] if I can answer anything at all.
Sincerely,
Jordan A. Bennett
