
 

 

 [Date] 

To whom it may concern: 
 

I have known (insert name) in a professional/personal capacity for (insert years). 

During this time (insert name) has always displayed a high degree of integrity, 
responsibility, and ambition.  

 

Regards, 

[Your Name] 
[Title] 
[address] 
 
 
 
 
[Signature] 
 


