
Tips for Requesting a Reference:    

 

Here are concise and professional approaches to request someone to be a reference, with clear 
examples tailored for character and professional references: 

Tips for Requesting a Reference: 

1. Be Specific: Mention whether you’re requesting a character or professional reference. 

2. Clarify the Purpose: Share details about the job/role you’re pursuing. 

3. Respect Their Time: Ask politely and ensure they’re comfortable agreeing. 

4. Provide Details: Offer context about the role, your skills, and key qualities to highlight. 

5. Express Gratitude: Thank them, whether they accept or decline. 

Request Examples: 

1. Professional Reference (Formal Email) 

Subject: Request to Serve as a Professional Reference 

Dear [Recipient's Name], 
I hope this message finds you well. I am reaching out as I’m currently pursuing [specific position] at 
[company]. Your mentorship during my time at [company/project] had a significant impact on my 
growth, and I greatly admire your professionalism. 

Would you be willing to serve as a professional reference? The role emphasizes [specific skills], and 
I believe your insights into my [specific contributions or skills] would make a strong impression. I’d 
be happy to provide details about the role or refresh your memory on our work together. 

Thank you for considering this request. Please let me know if you’re comfortable, and I’ll ensure you 
have all the necessary details. 
Best regards, 
[Your Full Name] 

2. Character Reference (Casual Message) 

Hi [Recipient's Name], 
I hope you’re doing well! I’m applying for [specific role], and they’re looking for candidates who 
demonstrate [specific traits like integrity, teamwork, or reliability]. 
Since we’ve [specific context, e.g., volunteered together, worked on a team], I thought of you as 



someone who could speak to my character. Would you feel comfortable being a reference for me? 
Let me know, and I’d be happy to provide more details. Thanks so much for considering! 

3. Hybrid Reference (Phone or In-Person Follow-up Email) 

Subject: Follow-Up on Reference Request 

Dear [Recipient's Name], 
Thank you so much for agreeing to act as a reference for me. I truly appreciate your support! 

The role I’m applying for is [position] at [company], and I believe your perspective on my [specific 
traits or contributions] will resonate strongly with the hiring team. For your convenience, I’ve 
attached a brief summary of the position and a reminder of our work together on [specific 
project/context]. 

Please let me know if you need additional details. I’m deeply grateful for your time and assistance. 
Warm regards, 
[Your Name] 

Key Details to Share with Your Reference: 

1. Job Title/Role: Clearly explain the position you’re applying for. 

2. Skills/Traits to Highlight: Focus on attributes relevant to the role. 

3. Your Relationship: Briefly remind them how you know each other. 

4. Deadlines: Specify if/when the reference might be contacted. 

5. Contact Information: Provide details about where/how they might be reached. 

 

Example Templates for Specific Scenarios: 

Character Reference Example: 

Dear [Recipient's Name], 
I’m applying for a position as [role], and the company values [traits, e.g., integrity and adaptability]. 
Since we’ve worked together on [specific context], I thought you could provide meaningful insights 
into my character. 

Would you feel comfortable speaking to my [traits, e.g., reliability and teamwork]? I can provide 
additional details to make this easier. Please let me know if this works for you. 
Thank you so much for your support! 

Professional Reference Example: 

Dear [Recipient's Name], 
I hope all is well! I’m excited to share that I’m pursuing a new opportunity as [specific role]. I think 
your perspective from our work together on [specific project] would be invaluable. 



The position emphasizes [key skills], and your recommendation regarding my [specific 
achievements] would mean a lot. If you’re comfortable, may I list you as a professional reference? 

I’d be happy to provide any details about the role or refresh your memory on our collaboration. 
Thanks in advance for considering! 

Casual Character Reference Example: 

Hi [Recipient's Name], 
I hope this note finds you well! I’m applying for [specific role] and thought of you as someone who 
could vouch for my [key traits, e.g., dedication and communication]. 

Would you be open to being a reference for me? I can provide all the info you might need to make it 
easy. Thanks so much! 

Note:  Keep it professional, concise, and grateful! 
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