
Your Company Name
Your Company Address
City, State, ZIP Code
Phone: (xxx) xxx-xxxx
Email: info@yourcompany.com

Date: June 24, 2024

Recipient Name
Recipient Title
Recipient Company Name
Recipient Company Address
City, State, ZIP Code

Dear [Recipient Name],

I am pleased to write this letter of reference on behalf of [Vendor Company Name], who has
provided outstanding services to our organization over the past [duration]. As a client, we have
consistently received high-quality products/services, timely deliveries, and exceptional customer
support from their team.

One example of their dedication was during our project [Project Name or Brief Description] in [Month,
Year], when [Vendor Company Name] exceeded our expectations by delivering [specific
product/services or outcomes achieved], all while maintaining clear and proactive communication
throughout the process. Their professionalism and attention to detail ensured the project's success
and reinforced our confidence in their capabilities.

Based on our positive experience, I strongly recommend [Vendor Company Name] as a reliable
and professional vendor. I am confident that they will continue to deliver excellent results and build
valuable business relationships with future partners and clients.

If you have any questions or require further information, please feel free to contact me at [Your Phone
Number] or by email at [Your Email Address].

Sincerely,

[Your Name]
[Your Title]
[Your Company Name]


