
Referral Request for [Position Title] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your support in referring me for the 

[Position Title] at [Company Name]. I am extremely excited about the opportunity to join such a 

reputable organization and contribute to [specific goals or projects related to the position]. 

Having [briefly mention your relevant experience or skills], I believe that I would be a strong fit 

for this role. Your insight into the company and the position would be invaluable to my 

application process. 

If you are willing to assist me in this matter, I would be more than happy to provide my resume 

and any additional information you might need. Thank you very much for considering my 

request. 

Best regards, 

[Your Name] 


