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Character Reference Letter Template

INSTRUCTIONS
Replace the placeholders below with the relevant details and send. Keep the tone honest, specific, and concise.

Tips for writing a strong reference
· Be specific. Concrete examples make a reference believable.
· Match the tone to the audience e.g., formal for legal/tenancy use, warmer for community references.
· Stay honest. Only vouch for qualities you have witnessed first-hand.
· Keep it short. One page is plenty.
· Offer a way to follow up by providing your email or phone number for confirmation.


[Recipient’s name]
[Recipient’s job title]
[Company Name]
[Email address] · [Phone number]

[Date]

To whom it may concern,

I am writing this letter on behalf of [person’s full name], whom I have known for [number of years/months] as a [relationship to the person — for example friend, colleague, neighbour, or family member]. I believe my insight into [person’s full name]’s character and personal qualities makes me well-suited to provide this reference for [reason for reference].

During the time I have known [person’s full name], they have consistently demonstrated qualities such as [list their positive qualities].

For example, [describe a situation where the person displayed one or more of these qualities, including the context, their actions, and the outcome]. As you can see, this highlights [person’s full name]’s commitment to [the specific quality or value mentioned].

Based on my personal experience with [person’s full name], I can confidently say that [he/she/they] are/will [link the example to the reason for the letter].

Please feel free to contact me at [your phone number] or [your email address] if you require any further information or clarification or insights into [person’s full name]’s character.

Thank you for considering my character reference for [person’s full name]. I wholeheartedly endorse them.

Sincerely,
[Writer’s name]
[Writer’s job title]
[Company Name]
[Email address] · [Phone number]
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