
Character Reference Letter
From,
James Davis
135 Spruce Way
Boston, MA 02108
Email: james.davis@example.com
Phone: (617) 555-4820

[Date]

To Whom It May Concern,

I am writing this letter to provide a character reference for my coworker, [Coworker’s Full Name]. I have had the
pleasure of working closely with [Name] for the past [number of years] at [Company Name], where we collaborate on
[describe your working relationship—e.g., projects, daily tasks, etc.]. Throughout our time working together, I have
found [Name] to be an individual of outstanding moral character, integrity, and professionalism.

As [Coworker’s Position], [Name] consistently demonstrates a strong work ethic and a genuine commitment to
[his/her/their] responsibilities. [He/She/They] approach every task with diligence and a positive attitude, always willing to
go above and beyond to ensure that our team meets its goals. [Name] is well-regarded by colleagues for [his/her/their]
reliability and the ability to handle challenging situations with grace and composure.

One specific example that highlights [Name]’s character occurred when [briefly describe an incident that reflects the
person’s positive qualities, e.g., "our team faced a tight deadline on a critical project. [Name] took the initiative to
organize the team, distribute tasks fairly, and stayed late to ensure that the project was completed successfully.
[His/Her/Their] leadership and dedication were instrumental in our success, demonstrating a commitment not only to the
job but also to supporting [his/her/their] colleagues."]

In addition to being a hardworking and dedicated employee, [Name] is also known for [his/her/their] kindness and
integrity. [He/She/They] treat everyone with respect and courtesy, creating a positive and inclusive work environment.
[Name] is someone who can always be counted on to lend a helping hand or offer thoughtful advice, which speaks
volumes about [his/her/their] character.

Beyond work, [Name] actively participates in [community involvement, volunteering, or other extracurricular activities if
applicable, e.g., "volunteering at local charity events, demonstrating [his/her/their] commitment to making a positive
impact both in and outside of the workplace"]. This dedication to helping others reflects the core values that [Name] lives
by.

In summary, I wholeheartedly endorse [Coworker’s Full Name] as a person of exemplary moral character. [He/She/They]
are a valuable asset to our team and an individual who consistently acts with honesty, integrity, and a strong sense of
ethics. I have no doubt that [Name] will continue to exemplify these qualities in any situation [he/she/they] encounter.

Thank you for considering my recommendation. If you have any further questions or require additional information,
please feel free to contact me at [your contact information].

Sincerely,

[Signature]
James Davis
Phone: (617) 555-4820


