
Reference Inquiry Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a reference for my academic research 

related to [brief description of your research]. I am currently in the process of [explain your 

current academic position or program] and believe that your insights would significantly 

strengthen my work. 

My research primarily focuses on [briefly explain the research topic and its relevance]. I have 

come across your work on [mention specific works or publications by the recipient] and have 

found it incredibly influential in shaping my perspective. 

If you are willing to provide a reference, I would be more than happy to share further 

information about my research goals and any details you might need to assess my request. 

Thank you for considering my inquiry. I look forward to your positive response. 

Best regards, 

[Your Name] 


