
HOW TO WRITE A LETTER REQUESTING A CHARACTER REFERENCE

Follow a sample letter to provide a character reference. Know the proper way to ask for a reference letter and mistakes
to avoid.

Download the reference request letter template compatible with Google Docs and Word Online or see below
for more examples. You can change any of the elements of the template to fit your own needs. This is why
many applicants present a character letter without having been asked for one. However, it is important to
realize that not everyone can be favorable all the time and sometimes it is alright if a person turns down the
favor of writing a character reference letter. Ask a friend or family member to read over the letter before you
send it. Provide Examples A picture is worth a thousand words. Provide contact information. It is better to
avoid someone who is not willing to write a reference letter for you. People who know you fairly well will be
able to write a specific reference letter, which is more meaningful to potential employers. As tempted as you
are to call your mom, how valuable will her glowing recommendation really be? Offer information that will
make writing the letter easier. In this case, the candidate should be able to provide additional information. I
have already spoken to every employer I have ever had. Approach someone who has recent knowledge of your
personal attributes and abilities, but don't ask family members to serve as references. Also, be sure the person
you choose is able to speak to your attributes as they relate to the position or industry. The Queen need not
make an appearance. You can teach skills on the job. Along with helping with your layout, examples can help
you see what kind of content you should include in your document. If the job involves working with a specific
group of people, such as children or the elderly, than a comment relating to their interactions with this group
may go a long way towards helping them get the job. References 5. Be sure that you can write the person a
positive letter. A statement of recommendation Your final statement should declare your recommendation.
Ask your group leader or coach to write a personal letter of reference for you. Friends and family members
can play a huge role in this aspect. Paragraph 2 and 3 The second paragraph of a recommendation letter
contains specific information on the person you are writing about, including why they are qualified and what
they can contribute. Be sure to ask your reference as early as possible, so she or he has time to write the letter.
Whom to ask for Character Reference Letter For a character reference letter, it is important to ask someone
that an individual has known for years and can vouch for their abilities and positive qualities. How to Use a
Letter Template A template helps you with the layout of your letter. A strong reference letter can be quite
effective in securing a job, which otherwise would have been difficult. Feel free to contact me at
xxx-xxx-xxxx for additional information. Writing a letter for someone that you are not fond of would not feel
right in the heart and therefore, it is better to turn down the request politely rather than doing the mistake of
writing this letter and then later feeling bad about it. This can help them to guide your emphasis towards the
most appropriate and important qualities. This can be a great way to make your job application stand out if
you don't have a very strong employment background, maybe because you haven't worked in a while or
because you're new to the job market. They are also useful if you will be working with a particular population,
such as children or the elderly, and do not have work experience in their field. Begin with your contact
information at the top of the letter, followed by the date, and then the contact information of the employer.


