SAMPLE REFERENCE REQUEST

MT DLI JSD Missoula JSC
 IF  <> "" "1 Microsoft Way

Redmond, WA
" "Type your return address here" 
Type your return address here

May 8, 2001
MACROBUTTON NoMacro [Click here and type recipient’s address]
here and type recipient’s name]Dear ,

May I use your name as a reference for a job I hope to get? I am applying for risk manager openings at Johns Oil Company, Fast Food Inc., and Polish Publishing. Our experience together at JJT helped give me the confidence to try for these jobs.

Since I graduated with an Associate Degree in Risk Management last spring, I have taken several courses in industrial engineering. I am experienced with OSHA regulations and a variety of plant operational systems.

Being both co-workers and friends for many years, I naturally thought of you as a reference. If you are comfortable with that idea, please return the enclosed self-addressed stamped postcard to me stating your approval. I’d appreciate your help, of course, but also understand not wanting strangers calling any time wanting inside information about someone who out-fishes you on every camping trip. Yet, I know I could have a great career with any of these companies and could then afford to treat you to a fish dinner at a fine restaurant!

Thanks either way for being a friend -- and the son of a heavy equipment company owner who hired a poor fisherman years back!

Sincerely,
MT DLI JSD Missoula JSC
SAMPLE RECOMMENDATION REQUEST

MT DLI JSD Missoula JSC
 IF  <> "" "1 Microsoft Way

Redmond, WA
" "Type your return address here" 
Type your return address here

May 8, 2001
MACROBUTTON NoMacro [Click here and type recipient’s address]
here and type recipient’s name]Dear ,

Would you consider taking a moment to write a letter of recommendation on my behalf? I have applied for a position as a senior claims adjuster at Insurance Partners, and would be grateful for your recommendation.

The position for which I am applying requires specialization in fire, earthquake, and flood insurance; I would especially appreciate your tailoring your comments to highlight my experience in those areas.

Please call me if you need more information about the job or my request (333/399-7245). Address your letter to:

Alan Secure, Claims Manager

Insurance Partners

800 Office Park Boulevard

Swirling, Nebraska 12543

Your favorable recommendation should go a long way in helping me secure a job about which I’m very excited and confident I’ll do well. Thank you for your confidence in my skills over the years and your willingness to help me succeed.

Sincerely,
MT DLI JSD Missoula JSC
MACROBUTTON NoMacro [Click here and type job title]
