Consider asking teachers, previous coworkers, coaches, adult family members or mentors if you can use them as a reference.

Example 1

Subject Line: 		

“Callie Marks Reference Request”

Body:

“Dear Mrs. Territon, 

I hope this letter finds you well. I’m writing to you to see if you’d be willing to write a letter of recommendation as I start my job application process. 

I really enjoyed your English class last semester. Thanks to you, I’ve become even more of a voracious reader! In fact, I’m applying to work in the children’s section at Book Buddies. If I get the position, I hope I can inspire children to get hooked on books too. 

Since you know my passion for literature, I think you’d be a great reference. If you need any additional information, please contact me via email or phone.

Best wishes,

Callie”


Example 2

Subject line:

“Possible Reference?”

Body:

“Dear Coach Kline,

I’m writing to you to see if you could write a letter of recommendation for a potential job opportunity. I’m applying to work as a merch salesman at Field Works, which I’m very excited about since you know my passion for all things soccer!

I’ve enjoyed having you as a coach the past 3 years. I think you’d be a great reference as you have seen how I have grown as a leader and a team player (on and off the field). 

If you need more information, don’t hesitate to contact me via email or phone.

Sincerely,
Brandon”

	


