
Requesting A Reference Letter

As an AI language model, I can certainly help you draft a reference letter. However, please note that

I won't be able to provide personalized information about you or your specific experiences. To get

the most effective reference letter, it's essential to approach someone who knows you well and can

speak to your abilities, skills, and character. This person could be a former employer, supervisor,

professor, or someone who has worked closely with you.

If you'd like a general template for a reference letter, here's one you can use as a starting point:

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Today's Date]

[Recipient's Name]

[Recipient's Job Title / Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to recommend [Applicant's Full Name] for [the position / opportunity being pursued] with

[Company/Organization Name]. I have had the pleasure of knowing and working with [Applicant's

Name] for [duration of your professional relationship or the context in which you know them], and I

am delighted to provide this reference letter on their behalf.

[Include a brief introduction of how you know the applicant and the context of your relationship, e.g.,

as a former manager, coworker, professor, etc.]

[Next, highlight the applicant's key skills, qualities, and achievements. Be specific and provide

concrete examples to support your claims. Address how the applicant's skills align with the position



or opportunity they are seeking.]

1. [Skill/Quality 1]: [Example of how the applicant demonstrated this skill or quality]

2. [Skill/Quality 2]: [Example of how the applicant demonstrated this skill or quality]

3. [Skill/Quality 3]: [Example of how the applicant demonstrated this skill or quality]

[You can add more skills or qualities as per the applicant's profile and your relationship with them.]

In addition to their technical abilities, I must also mention that [Applicant's Name] possesses

excellent communication skills and a strong work ethic. They are proactive in taking on new

challenges and consistently deliver high-quality results. Their ability to work collaboratively in a team

environment while also taking initiative on individual projects is commendable.

Moreover, [mention any specific achievements, awards, or recognitions the applicant has received, if

applicable].

In conclusion, I wholeheartedly recommend [Applicant's Full Name] for [the position / opportunity

being pursued]. I am confident that their dedication, passion, and expertise will make them a

valuable asset to your team.

Should you require any further information or have any questions, please feel free to reach out to

me at [Your Email Address] or [Your Phone Number].

Thank you for considering [Applicant's Name] for this opportunity.

Sincerely,

[Your Name]

[Your Job Title (if applicable)]

[Your Company/Organization Name (if applicable)]

Please remember to customize this template with the specific details of the person you are

recommending, their skills, and the position or opportunity they are seeking. Always seek the

applicant's permission before sharing a reference letter on their behalf.


