Lisa Riordan
Pickenham Road, Birmingham
West Midlands, B16 4TG
May 15, 20XX

Ms. Jennifer Miller
People Care Inc.
Marston Road, Birmingham
West Midlands, B26 5NN

Re: Reference for Mr. Jake Henson
Dear Ms. Miller,

I am referring to you Mr. Jake Henson who has been our employee for more than ten years. Since he began working for us, he has consistently kept an excellent work record. His performance has been quite exceptional, in fact, that he was awarded by the company the ‘Best Employee of the Year’ several times.

Mr. Henson has contributed to the success of the company in the past years. He is a dependable and resourceful person. He always takes the intiative to tackle tasks that are still unfinished even though these are beyond the tasks assigned to him. He is also a good team worker and has an amiable working relationship with his colleagues. Mr. Henson will be a loss to the company but he has chosen to seek another job for personal reasons. It is my pleasure to recommend him to

 your company.
Sincerely,

