[Company name]
[Company Address]
[Date today]

Dear [Recipient's name]:

[Applicant] has applied with our company for a position in our [merchandising department]. He has given your name as a character reference. Would you be kind enough to provide us with your written evaluation of this individual? Please be assured that your response will be treated with confidentiality. Thank you
Sincerely, 

[Sign here]

[Your name, title]

[Company name]

