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	[Address of Referee]


	[Company Name]

[Company Address]

[Contact Number]

[Date]


F.A.O: [Referee’s Full Name]

RE: Reference Request for [Name of Applicant]

Dear [Referee’s First Name]
[Applicant Name] has applied for the post of [XXX] at [Company] and has put your name forward to provide a [Personal/Employment – please delete one] reference.

Please include the following information in your response:

· Your relationship to the applicant e.g. line manager, course tutor, personal

· How long you have known the applicant [and dates of employment]
· Confirmation of the job role and duties that the applicant undertook for your organisation [Delete for personal reference]

· How you feel they would meet the requirements of the post – please refer to the enclosed Job Description and Person Specification

· How many days the applicant has had off sick in the last two years [Delete for personal reference]

· Any other information that you feel is relevant

Please return the reference to the above address, marking it for my attention.

I look forward to hearing from you and please do not hesitate to contact me if you have any questions or need any additional information on [Phone No.] or [E-mail].

Yours sincerely
[Signature]
[Name]

[Position]
