
Request for Reference Letter 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly ask for your support in providing me 

with a reference letter for [specific purpose, e.g., a job application, graduate school, etc.]. I have 

greatly valued our time together at [mention where you worked or studied together] and believe 

your insights would add significant weight to my application. 

During my time working with you on [mention specific project or responsibility], I learned 

[briefly mention skills or experiences you gained]. I believe that your perspective on my abilities 

and work ethic would be incredibly beneficial in showcasing my qualifications. 

If you agree to assist me, I would be more than happy to provide you with additional information 

about the opportunity and any relevant details to aid in your writing. 

Thank you very much for considering my request. Your support means a lot to me, and I truly 

appreciate your time. 

Best regards, 

[Your Name] 

[Your Contact Information] 


