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Request Company for Reference on Potential Employee
[Name, Company Name & Address here]

[Date]

Dear [name],

This is in reference to the candidature of [applicant full name] for the post of [position title] in our company, [Company name], based in [location].

[Applicant last name] has given your reference as his/her ex-employer. 

We would like to request you to please provide us with your professional & personal opinion about this person.

We would like to know about his/her professional accomplishments while working in your company and, the general behavior with colleagues.

- [State here any other particular information you want from the ex-employer].

We thank you in anticipation for your assistance regarding this mater.

Sincerely,

[Your name]

[Designation]
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