
· REQUEST FOR REFERENCES FORM
TO: __________________________________________________________________________

FROM: _______________________________________________________________________

DATE: _______________________________________________________________________

I’m working with __________________________________________ who is helping me to prepare my employment portfolio. As part of this assignment, I need to gather written references from people who know me, and can say good things about me. I’m wondering if you would agree to complete a reference letter or form for me? This would become part of my portfolio that I can take with me on job interviews, and take with me after graduation.

I know you probably have many references to write for students, so I have also attached a form letter that you may use if this is easier. Thank you very much for your time. If you could return the reference to my staff or me by _____________________________, that would be great. If you have any questions, please feel free to ask. 

Sincerely,

Adapted with permission from Jerri Roach Ostergard, Transition Specialist, Worcester MA Public Schools

