Rosalind Vance
·  ·  ·
[City, State]   ·   (000) 000-0000   ·   your.email@email.com
[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
Dear [Requester's Name],
Thank you for asking — yes, I would be glad to write a reference for you. It is an easy yes: [one warm, specific reason — I have watched you work for four years and I have plenty to say].
To make the letter as strong and specific as possible, could you send me: the deadline, where the letter should go (portal, email, or back to you), your current resume, and two or three things worth emphasizing for this particular application?
If there is a format or a set of questions they want addressed, send that along too and I will follow it exactly.
Congratulations on [the opportunity] — I hope it goes your way.
Sincerely,
Rosalind Vance
