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Introduction 

A character reference letter is written in order to recommend a person for a particular job or any 

other work. This letter is written to the head of the company or any higher official, mentioning the 

perfect character details of the person to make the company assured about the dedication of the 

person towards the job and each and every work he performs. All those qualities must meet up the 

requirements that are needed for the respective post in the company. 

Character reference sample letter Tips 

Some of the important points have been given in order to write an appropriate character 

reference letter: 

• The letter must be fully written in a formal language, since it is being forwarded to a 

respectable person. 

• The proper character details of the person i.e. his/her nature and all the facts that describe 

his/her dedication towards the job must be mentioned clearly in the letter. 

• The letter must be checked once after finishing the writing for avoiding any kind of errors. 

• The letter must be finished with proper thanks giving and salutation to the recipient. 
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Sample Character reference sample letter 

From, 

____________ 

____________ 

____________ 

Date: _____________ (date of the writing of the letter) 

To, 

____________ 

____________ 

____________ 

Subject: Character reference 

Since the post of XYZ is vacant in your company and you are searching for a skilled worker, I, ABC, 

manager of your company, would like to recommend a person who is exactly appropriate for the 

given post. His name is PQR and has been working the MNO Company since five years. He has been 

performing excellently well in his work with his exceptional qualities of honesty and due dedication in 

his work. Not only this, but also he’s very much well mannered and knows how to behave in a perfect 

way. And this is the reason he has gained a huge respect in his department of the previous company.  

He is even a very keen manager, participating in the management tasks and representing his 

department beautifully. But now he’s searching for a better job and I think that nothing can be better 

than joining your company. I hope you’ll accept my recommendation. 

Thanking you, 

Yours faithfully, 

Name and signature 
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Character reference sample letter Template 

From, 

____________ 

____________ 

____________ 

Date: _____________ (date of the writing of the letter) 

To, 

____________ 

____________ 

____________ 

Subject: Character reference for a person 

Respected sir,  

This letter is to inform you that I have a person in my consideration, namely __________ (name of the 

person), worked with me in my previous job, for the post of ___________ (post). He is very much 

___________________________________________________________________________________

_________________________________________________________________________ (full 

character details of the person). 

I think he’ll serve the best for that particular post and I’m sure you’ll like his work.  

Hoping to receive an acceptance from you, 

Thanking you, 
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Yours sincerely, 

Name and signature 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


