
Program Reference Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title/Position] 

[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 program reference for my academic 

project titled "[Project Title]." As part of my [degree/certificate program] at [Your Institution], I 

am required to reach out to knowledgeable professionals who can provide insights and guidance 

relevant to my research. 

Your expertise in [specific field or subject] would greatly enhance the quality of my project, and 

I believe your endorsement could significantly support my academic pursuits. I would be grateful 

if you could share your thoughts on my work and its relevance to the current trends in [specific 

field]. 

Please let me know if you are available for a brief discussion or if you would prefer to provide 

your reference via email. I appreciate your consideration and look forward to your positive 

response. 

Thank you very much for your time and support. 

Sincerely, 

[Your Name] 

[Your Program/Course Name] 


