(Your Letterhead)








Dear Former Employer:





We are considering (person’s name) for a position as (position- be specific).  (Name) has indicated that you would be able to verify her/his work record and tell us about her/his performance.





Enclosed is a copy of a release form signed by (candidate’s name) authorizing you to provide the information we have requested.





Please complete the following questions and return the form to us in the postage-paid envelope.





Dates of employment   						





Last position held   							





Duties/responsibilities  						





									





									





Quality of work  							





Would you rehire?  							





Thank you for providing this information.  We appreciate your cooperation.








									Sincerely yours,








									(Your name)


									(Your title)


