
	Devon Brooks
[Your Profession]

[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,
This letter confirms that [Full Name] was employed at [Company Name] as [Job Title] from [start date] to [end date], and serves as my reference on [his/her/their] behalf.
During [his/her/their] employment, [First Name] was [punctual and dependable — state it plainly] and carried out [core responsibilities] to a standard I was glad to sign off on. [Optional specific: a recognition earned, a promotion, repeated praise from customers or colleagues.]
[First Name] left the position [in neutral terms — by choice / at the end of the contract] and is eligible for rehire. I am comfortable recommending [him/her/them] to a future employer.
For verification or further detail, contact me at [phone number or email address].
Sincerely,
Devon Brooks



	



