Character Reference Letter
Free character-reference template and two filled samples (tenancy and court) from all-docs.net. No signup. Everything you write must be true; for a court or an immigration filing a false statement can be an offence.
Template
[Your Name]
[Your Address]  |  [Email]  |  [Phone]

[Date]

[Dear (name), or To Whom It May Concern, or To the Presiding Judge]

[Opening: your relationship to the person and how long you have known them.]

[Body: two or three character qualities that fit the situation, each proved with a short, true example. For a court, acknowledge the matter and stay honest; for a tenancy, speak to reliability and care of the property; for immigration, speak to community ties and good character.]

[Close: a clear recommendation, and an offer to answer questions with your phone or email.]

Yours sincerely,
[Signature]
[Your Name and, where relevant, your title]
Sample: tenancy
Thomas Reid
27 Oak Lane, Leeds LS6 2AB  |  thomas.reid@example.com  |  07700 900142

24 July 2026

Dear Ms. Harper,

I am writing in support of Daniel Owusu's application to rent your flat at 12 Birch Court. I have known Daniel for nine years as his neighbour on Oak Lane, and for the last three as a colleague at Leeds City Library.

Daniel is one of the most reliable people I know. In the six years he rented the house next to mine, the garden was always kept, the rent was never a worry to our shared landlord, and he was the neighbour who took in parcels and checked on the older residents in bad weather. When our street organised a clean-up, he ran it two years running.

He looks after what is his and treats neighbours with respect. I recommend him without reservation, and I am happy to answer any questions by phone or email.

Yours sincerely,
Thomas Reid
Senior Librarian, Leeds City Library
Sample: court
Dr. Helen Carter
5 Elm Street, Bristol BS1 4TR  |  helen.carter@example.com  |  07700 900188

24 July 2026

To the Presiding Judge
Re: Michael Turner

I am writing as a character reference for Michael Turner, whom I have known for eleven years, first as his employer at the Bristol community clinic and since as a friend. I understand that Michael is before the court, and I do not seek to comment on the matter itself, only on the person I know.

In the eight years Michael worked with me he was punctual, honest with money and medicines, and trusted with vulnerable patients. Since leaving the clinic he has cared for his mother through a long illness and has volunteered every week at the food bank. The conduct before the court is not the man I have known over eleven years.

I offer this honestly and am willing to answer any questions the court may have.

Yours faithfully,
Dr. Helen Carter

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/reference-letter/how-to-write-a-character-reference-letter/
