Sample Emails

Asking a teacher to be a reference

To:

jsmith@spscc.ctc.edu
Subject:
Reference request

Hi John,

I am in the process of applying for secretarial positions.  May I put you down as one of my references?  I would let you know before giving out your name and contact information, so you would know when to expect a call.

Thank you for your help.

Sincerely,

Tomas Garcia

To:

jsmith@spscc.ctc.edu
Subject:
Reference request

Hi Mr. Smith,

I am in the process of applying for secretarial positions.  Would you be willing to be one of my references?  I would let you know before giving out your name and contact information, so you would know when to expect a call.

Thank you in advance for your help.

Sincerely,

Chua Nguyen

To:

jsmith@spscc.ctc.edu
Subject:
Reference request

Dear Mr. Smith,

I was a student in your evening ESL Level 5/6 class from September 2007 to March 2008.  I am now in the process of applying for secretarial positions.  Would it be possible for you to serve as a reference for me?  I would advise you before giving out your name and contact information, so you would know when to expect a call.

Thank you for your consideration of my request.  If you have any questions, I can be reached at mrodriguez@hotmail.com or (360) 357-4450.

Sincerely,

Maria Rodriguez

