
SAMPLE TEMPLATE (DO NOT COPY VERBATIM) 

 

Date 

 

To whom it may concern, 

 

My name is (Writer).  I am employed as a (employment).  I have known (Client) for __ years.  We know 
each other due to (being related/friends/being co-workers; etc.).  (Client) is a (adjectives such as 
wonderful/trustworthy/helpful/law abiding) person.  Write a one paragraph story describing the client 
showing this character trait.  I think (client) is a great benefit to the community/country/state etc., and 
should be given great consideration in relation to any condition relating to (client’s) future.   

 

 

 

Sincerely, 

Signature   Notary 

Printed Name 

Address 

Phone Number 


