[Date]
Dear Judge [Last name],
My name is [your full name], and I live in [city, state], where I work as [your job]. I have known [person’s full name] for [number] years as their [relationship].
I understand that [first name] is before the Court for [a short, plain description], and I am not writing to excuse it. [Optional, only if true: one sentence about what they have said or shown to you about it.]
[One specific story you saw yourself: when and where it happened, what they did, and what it meant for the people involved. Two to four sentences.]
Since [the arrest / the charge], [first name] has [only what you know is true].
[How you will support them going forward. Only what you will really do.]
I respectfully ask the Court to consider these things about [first name]. Thank you for your time.
Respectfully,

[Handwritten signature]
[Printed full name]
[Phone number or email]

Tip: replace every bracket with something true, in your own words. Keep it to one page. Remove addresses, dates of birth and children’s names. Free outline from characterletter.com — or answer a few questions there and get it written with you.
