
ABC CONTRACTORS 

123 Any Street 
Anytown, US 00000 

555-555-5555 
 
 

Date 
 
Name 
Address 
City, State  Zip 
 
 
Dear      , 
 
 
In response to the Reference Letter Request for (name of person seeking reference), I can verify that 
(name of person) was employed by our organization from (month), (year) until (month), (year). 

As a/an [Insert Title], his/her primary duties included: (Remark). 

This letter should serve to neither confirm nor deny that (name)’s performance warrants a positive 
reference by me or my company, It is my recommendation that you solicit additional requests from the 
reference provided by (name). 

 

Sincerely, 

 

 

 

Name 

Title 

 


