
Character Reference Letter
Grace Green
2324 Sunset Terrace
Boise, ID 83702
Email: grace.green@example.com
Phone: (208) 555-5748

[Date]

To Whom It May Concern,

I am pleased to write this letter on behalf of [Employee’s Name], who has been a valuable member of
our team at [Company Name] for [duration]. I have had the opportunity to work closely with
[him/her/them], and I can confidently attest to [his/her/their] exemplary moral character and
integrity.
[Employee’s Name] consistently demonstrates honesty, reliability, and a strong sense of responsibility
in every aspect of [his/her/their] work. [He/She/They] approach tasks with a positive attitude and
unwavering dedication, always striving to meet and exceed expectations. [His/Her/Their]
commitment to ethical behavior is evident in [his/her/their] interactions with colleagues, clients, and
stakeholders alike.

What sets [Employee’s Name] apart is [his/her/their] genuine kindness and respect for others.
[He/She/They] foster a collaborative work environment where everyone feels valued and heard.
[His/Her/Their] empathetic nature and strong communication skills make [him/her/them] a trusted
and approachable team member.

Beyond professional skills, [Employee’s Name] embodies the qualities of a good moral character that
are essential in any workplace. [He/She/They] consistently uphold company values and demonstrate
a high level of accountability in all [his/her/their] actions. [His/Her/Their] ethical decision-making
and problem-solving abilities make [him/her/them] an invaluable asset to our organization.

I have no doubt that [Employee’s Name] will continue to carry these admirable traits into
[his/her/their] future endeavors. I highly recommend [him/her/them] for any role that values integrity,
professionalism, and moral character.

Thank you for considering [Employee’s Name] for this opportunity. Please feel free to contact me for
any further information.

Sincerely,
[Your Name]
[Your Position]
[Contact Information]


