
Request for Specific Reference 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your assistance in providing a 

reference for me. I am currently [briefly describe your current situation, e.g., applying for a job, 

enrolling in a program, etc.]. 

It would be greatly appreciated if you could provide a reference that highlights [specify the 

aspects you would like them to focus on, e.g., your skills, experiences, achievements, etc.]. 

The deadline for the reference is [insert deadline]. If you need any additional information or if I 

can assist in any way to make this process easier for you, please do not hesitate to reach out. 

Thank you very much for considering my request. I truly appreciate your support. 

Best regards, 

[Your Name] 

[Your Contact Information] 


