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 am happy to provide this personal reference for [Full Name]. I have known [him/her/them] for [length of time] as [the relationship], which has given me a close view of who [he/she/they] is day to day.
[First Name] is [warm, responsible, dependable — choose what fits]. What I notice most is [a daily-life observation — how they keep their word, how they treat strangers, how their friends rely on them].
I would trust [First Name] with [something meaningful — my home, my children, my own name on a loan], and I do not say that lightly. Whoever is reading this letter can extend that same trust.
I am glad to answer questions by phone or email at [phone number or email address]. Thank you for considering [First Name].
Sincerely,
Alex Rivera
