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[Date]
[bookmark: _Hlk210738375]Sent By Email

Dear [Name],

Subject: Reference Request for [Name of Applicant]

We are writing to request a reference regarding [Name of Applicant] employment with your reference.  

[Name of Applicant], has applied for the position of [Job Title] at [Name of Your Organisation] as [job title] and has provided your details as a referee.

We would be grateful if you could confirm the following details:

1. The dates of [Name of Applicant] employment with your organisation. 

2. Their job title(s) and main responsibilities. 

3. Reason for leaving (if appropriate). 

4. Your assessment of their performance, reliability and conduct. 

5. Any other commence you may feel may be relevant to their application. 

Please be assured that any information that you provide will be treated in the strictest confidence and solely used for recruitment purposes. 

If you would prefer to discuss this by telephone, please contact [telephone number] or [email address]

We would be grateful to receive your response by [date].

Yours sincerely,

[Your Name]
[Your Job Title]
[Your Organisation]
[Contact Information]

