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The Reference Letter

References are people who can give prospective employers or colleges information about you, your attitude, and your ability. Here are some things to note when asking for letters of reference:

· Carefully consider whom you will ask to write a reference letter. Try to select people who know you from different activities and be sure to ask these individuals for their permission to use them as references.

· In order to have an accurate reference list, ask past employers, clergy, business people, community leaders, and educators. Relatives or students are not acceptable as references.
· The letter of recommendation should be addressed to the employer, “To Selection Committee”, “To Screening Committee”, or “To Whom it May Concern”.

· References need to be individuals who believe in you and know you well enough to give you good recommendations.  They need to know you so that they can write a sincere and positive letter.

· Once you have chosen your reference, give him/her a completed Brag Sheet.

For your Senior Project portfolio, you will need two (2) different letters of reference.  One should come from your Senior Project mentor and include information about you on the basis of how well you planned and executed your Senior Project.  The second letter can come from any other adult who is not related to you.

Sample Reference Letter

January 4, 2004

Mr. Joe Taylor

President

XYZ Veterinary Products

146 Street Name

City, State Zip

Dear Mr. Taylor:

James Smith has been a trusted and responsible employee of XYZ Veterinary Products for over two and a half years.

During that time, James functioned as a Finance and Office Assistant, handling various accounting, computer, sales, and shipping functions. His computer aptitude allowed him to be a self-taught expert whenever new software programs and systems were introduced.

James is a goal-oriented, reliable asset for any company who chooses to add him to their staff.  We have all experienced a notable loss since James’ departure. I encourage you to hire James if his skills complement your needs.

Please feel free to call me at (444) 111-2222 if you have further questions.

Sincerely,

Patricia Wong

Vice President of Finances

XYZ Veterinary Products

123 Street Name

City, State, Zip
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