REFERENCE CHECKLIST
Name of Applicant:  _________________________________

Name of Company:  _________________________________

Name of Person Contacted:  ___________________________   Date Contacted: _______

1. Identify yourself by name and reason for calling.

2. Verify information supplied by applicant against data supplied by employer.

A.
Dates of employment:
B. Final position held:

C. Responsibilities:

D. Reason for leaving:

3. Ask employer to comment briefly on:
A.
Atttendance/Punctuality:

B. Initiative:

C. Job Knowledge:

D. Quality of work:

E. Ability to work with others:

F. Other job related comments:

4. Would you rehire this applicant?  (If no explain):

Signed by: _______________________________     Title:  ________________________

Date:  __________________

