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References are the people in your professional and personal 
network willing to speak to your qualifications and character to 
potential employers or graduate/professional school programs. 
You will want to identify three to five people you want to serve as 
references and then determine their willingness and availability 
to serve as a positive reference.  

Choose your References 

Identify people who will speak highly of your past work 
performance (job, class work, research, etc.): 

– Past or present employers 
– Instructors, advisors, coaches 
– Professional business leaders in your community, etc. 

Colleagues/peers are appropriate if you worked on a team 
project together. Character/personal references should only be 
provided if requested or if your choices are limited. Always ask 
references if they have time to serve as a positive reference.  

Educate your References 

– Provide a copy of your resume to your references so they 
may speak intelligently about your past experiences.  

– Inform them of the kind of positions you are seeking.  
– Coach them about the skills and strengths you would like 

them to emphasize.  
– Notify them of positions for which you apply so they may 

anticipate a call.  
– Thank references and notify them when you accept a job.  

Don't ever...  

– List individuals you have not contacted 
– Assume individuals will know who you are 
– List individuals with whom you have had negative experiences 
– Fabricate individuals’ names 
– List contact information that is not current or incomplete 

Reference Page  

– Submit reference page as a separate document (when 
requested) along with your resume and cover letter.  

– The reference page should mirror your resume in design. 
– Consider asking each reference to submit a brief (1 to 2 

sentences) statement endorsing you as a fit for the position. 

Reference Page information:  

Confirm correct spellings and titles with each reference. Also, ask 
your reference which contact information they want to use as it 
may be different from what you  use to communicate personally.  

– Complete name and title (Mr., Ms. or Dr.)  
– Job title  
– Name of organization  
– Address (work or home) 
– Phone number (work or cell)  
– Email address (professional or personal) 

Reference Letters 

An employer (not as often) or graduate/professional program 
may request a reference letter. This letter communicates that 
you are a fit for the position and company. The letter should 
include the following:  

– Job title held and dates of employment (if applicable) 
– Relationship of the writer to you 
– Responsibilities (if applicable) observed 
– Work ethic 
– Achievements and accomplishments 
– Personal endorsement of character 
– Abilities and skills 

If someone is taking the time to write your letter of reference, 
you should provide them with the following: 

– Correct contact information and instructions for submission 
– Self-addressed, stamped envelope with the employer's 

name and address typed on the front (if applicable) 
– Copy of your resume 
– Copy of the job description 
– Summary of your skills, experience and accomplishments as 

they relate to the position 
– Thank you note  

 

REFERENCES 



 
 2 

R
e

fe
re

n
ce

 L
e

tt
e

r 
F

o
rm

a
t 

R
e

fe
re

n
ce

 P
a

ge
 S

a
m

p
le

 

 IM
A

 S
K

Y
H

A
W

K
 

 
1

2
3

 S
k

yh
aw

k
 S

tr
ee

t 
| 

M
ar

ti
n

, T
N

 3
8

2
3

7
 

(7
3

1
) 

0
0

0
-0

0
0

0
 |

 s
k

yh
aw

k
@

u
t.

u
tm

.e
d

u
 

 R
EF

ER
EN

C
ES

 
 

M
rs

. J
a

n
e

 D
o

e
 

A
d

vi
so

r 

T
h

e 
W

ea
kl

ey
 C

ou
n

ty
 P

re
ss

 

P
O

 B
o

x 
4

1
0

  

M
ar

ti
n

, T
N

 3
8

2
3

7
  

ja
n

ed
o

e@
w

cp
.c

o
m

  

7
3

1
.1

2
3

.0
0

0
0

 

  
M

r.
 J

o
h

n
 S

m
it

h
 

 
D

ir
ec

to
r 

 
H

ap
p

y 
Su

m
m

er
 C

am
p

 

 
1

2
1

2
 P

la
za

 

 
Sm

al
l T

o
w

n
, O

H
 1

2
3

4
5

 

 
j_

sm
it

h
@

h
ap

p
yc

am
p

.o
rg

 

 
1

1
1

.1
1

1
.1

1
1

1
 

 
 

 
D

r.
 S

u
n

n
y

 S
h

in
e

 

 
P

ro
fe

ss
o

r 

 
E

n
gl

is
h

 D
ep

ar
tm

en
t 

 
U

n
iv

er
si

ty
 o

f 
T

en
n

es
se

e 
at

 M
ar

ti
n

, T
N

 3
8

2
3

8
 

 
ss

h
in

e1
@

u
tm

.e
d

u
 

 
7

3
1

.8
8

1
.1

2
3

4
 

 
 

R
ef

er
en

ce
 L

e
tt

er
h

ea
d

 

 D
at

e 
 

 Fi
rs

tN
am

e 
La

st
N

am
e 

Ti
tl

e 

O
rg

an
iz

ati
o

n
/C

o
m

p
an

y 

1
2

3
4

 S
ch

o
o

l R
o

ad
 

Sc
h

o
o

l, 
TN

 0
0

0
0

0
 

 D
ea

r 
M

r.
 L

as
tN

am
e:

 

 Th
e 

fi
rs

t 
p

ar
ag

ra
p

h
 s

h
o

u
ld

 e
xp

la
in

 y
o

u
r 

co
n

n
ec

ti
o

n
 t

o
 t

h
e 

st
u

d
en

t 
b

ei
n

g 

re
co

m
m

en
d

ed
, i

n
cl

u
d

in
g 

w
h

y 
yo

u
 a

re
 q

u
al

ifi
ed

 t
o

 w
ri

te
 t

h
is

 le
tt

er
 a

s 
re

ga
rd

s 

to
 a

 jo
b

 o
r 

gr
ad

u
ati

o
n

/p
ro

fe
ss

io
n

al
 s

ch
o

o
l. 

 Th
e 

n
ex

t 
p

ar
ag

ra
p

h
 (

o
r 

tw
o

) 
sh

o
u

ld
 o

u
tl

in
e 

sp
ec

ifi
c 

in
fo

rm
ati

o
n

 a
b

o
u

t 
th

e 

st
u

d
en

t,
 in

cl
u

d
in

g 
w

h
y 

h
e/

sh
e 

is
 q

u
al

ifi
ed

, w
h

at
 h

e/
sh

e 
ca

n
 c

o
n

tr
ib

u
te

, a
n

d
 

w
h

y 
yo

u
 a

re
 p

ro
vi

d
in

g 
a 

re
fe

re
n

ce
 le

tt
er

. I
f 

n
ec

e
ss

ar
y,

 u
se

 m
o

re
 t

h
an

 o
n

e 

p
ar

ag
ra

p
h

 t
o

 c
o

m
m

u
n

ic
at

e 
h

o
w

 t
h

e 
st

u
d

en
t’

s 
sk

ill
s 

m
at

ch
 t

h
e 

p
o

si
ti

o
n

 f
o

r 

w
h

ic
h

 h
e/

sh
e 

is
 a

p
p

ly
in

g.
 (

Th
e 

st
u

d
en

t 
sh

o
u

ld
 p

ro
vi

d
e 

a 
co

p
y 

o
f 

h
is

/h
er

 

re
su

m
e 

an
d

 t
h

e 
jo

b
 d

es
cr

ip
ti

o
n

/g
ra

d
u

at
e 

p
ro

gr
am

 o
u

tl
in

e.
) 

 Su
m

m
ar

iz
e 

yo
u

r 
co

m
fo

rt
 le

ve
l w

it
h

 r
ec

o
m

m
en

d
in

g 
th

e 
st

u
d

en
t 

("
h

ig
h

ly
 

re
co

m
m

en
d

,"
 "

re
co

m
m

en
d

 w
it

h
o

u
t 

re
se

rv
ati

o
n

,"
 e

tc
.)

 Y
o

u
 m

ay
 a

ls
o

 w
an

t 
to

 

b
ri

efl
y 

to
u

ch
 o

n
 a

re
as

 w
h

er
e 

yo
u

 h
av

e 
se

e
n

 g
ro

w
th

 t
o

 p
er

so
n

al
iz

e 
th

e 
le

tt
er

. 

 C
o

n
cl

u
d

e 
th

e 
le

tt
er

 b
y 

p
ro

vi
d

in
g 

yo
u

r 
co

n
ta

ct
 in

fo
rm

ati
o

n
 (

p
h

o
n

e 
n

u
m

b
er

 

an
d

/o
r 

em
ai

l a
d

d
re

ss
) 

an
d

 y
o

u
r 

w
ill

in
gn

es
s 

to
 a

n
sw

e
r 

an
y 

q
u

es
ti

o
n

s.
 

 Si
n

ce
re

ly
, 

  Fi
rs

tN
am

e 
La

st
N

am
e 

Ti
tl

e 


