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Letters of Recommendation & Reference Sheet 
 
A person who knows you well and thinks highly of you should write the letters of 
recommendation or have as a reference. Gathering letters of reference is an ongoing project. 
 
Here are examples of individuals you can ask for letters of recommendation: 
 

• An employer/supervisor whom you left on good terms 
• A teacher in a class where you did particularly good work 
• A guidance counselor, coach, or other school administrator who knows you 
• A mentor or someone with whom you worked on a community project 

 
Try to get two or three (recommended) good letters. Usually, they will make you a few copies (if 
you only received one, make copies or the original). You will keep the originals and scan them if 
submitting an online application, or give the copies you made if submitting on paper. You should 
give your potential reference two weeks in advance notice to write you a letter. 
 

Reference Sheet 
 

You should have this sheet with you when you have your interview in case they ask for it. The 
heading of you reference sheet should be the same as your resume heading. You should have the 
following information in your reference sheet for all your references: 

 
Full name 
Position title 
Name of organization/company 
Address 
City, State  Zip (two spaces between state and zip) 
Telephone 
E-mail 

 
Strategies for Success: 
 

• Pick people who know you well enough to write positive comments about your work 
ethic, dependability, and willingness to learn. 

 
• Once you ask a person to write a letter, follow up with a short handwritten note thanking 

them in advance. This gives them an incentive to complete the letter. In your note, thank 
them for their support, guidance, and instruction. Thanking people for their help 
encourages them to help you more. 

 
• If submitting online application, scan your letters of recommendation. If submitting your 

application in person, submit the copies of your letters of recommendation. Make copies 
if you only received one general letter. Never give an original letter of reference to an 
employer. 
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