REQUEST FOR REFERENCE

Date : _________________

To: __________________________

Re: __________________________

Dear ____________________

The above named individual has applied for a position with our company and indicates previous employment with your firm. The information requested below will help us to evaluate the applicant. We will hold your comments in strict confidence. Thank you for your co-operation.

Yours sincerely

_________________________

Personnel Department

Please indicate:

Position with your firm: ____________________________________________________

Employed from: ___________________________to _____________________________

Final salary:  ____________________ Previous name (s): ________________________

Please rate the applicant on the basis of this or her employment with you (good/fair/poor):

Ability: __________________ Conduct: _________________ Attitude: _______________

Efficiency: ________________ Attendance: ______________ Punctuality: ____________

What was the reason for termination? __________________________________________

_________________________________________________________________________

Would you re-employ? ______________. If not, please give reason: __________________

_________________________________________________________________________

________________________________

Signature and Title

