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Reference Request Form Template

<<INSERT DATE>>


Dear <<INSERT DETAILS>>

RE: <<INSERT APPLICANT’S NAME>>
	
We have recently offered the position of <<INSERT DETAILS>> to the above, who has given your name as a referee.

It would greatly help me if, in strict confidence, you would give your opinion as to their general character, reliability, trustworthiness and technical ability. I enclose a form for your convenience.   

Thank you for your assistance. 

Yours sincerely,

	Employee Reference Request Form

	1
	Dates employed by you:  
	From:  
	To:

	2
	Position with your company:  
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	Please provide a brief description of the nature of their duties:  

	

	4
	Reason for leaving:  

	

	5
	Using a scale of 1 - 5 from your experience how would you rate them in terms of the following points 

	1 = Did not meet required standard 
	5 = Outstanding.

	Attendance and timekeeping
	

	Communication
	

	General Performance
	

	Relationship with Colleagues
	

	Delegation
	

	Flexibility
	

	Honesty/Integrity
	

	Organisational skills
	

	Problem solving
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