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	Reference Check Form

	Applicant / Reference Information

	Applicant Name:
	     
	     
	     

	
	Last
	First
	M.I.

	Reference’s Name:
	     
	     
	     

	
	Last
	First
	M.I.

	Reference’s Title:
	     

	Reference’s Employer:
	     

	Reference’s Relationship to Applicant:
	     

	Applicant’s Employment:
	Date Started:
	     
	Date Left:
	     

	

	Applicant’s Previous Employment Information

	Applicant’s Title:
	     

	Applicant’s Duties:
	     

	Overall Performance:
	     

	Strong Points:
	     

	Weak Points:
	     

	

	Reference Comments

	If not previously addressed above in the strengths or weaknesses, please ask the following characteristics:

	· Managerial/Behavioral Characteristics:  Adaptability, flexibility, creativity; Leadership: Problem analysis, decision making; Planning, organizing and coordinating; Initiative exercised; Accomplishment of goals; Ability to communicate with others; Ability to delegate, follow-up control.

	
	     

	· Supervisory Characteristics (If Applicable):  How proficient were they in selection, training, delegating, communicating with, evaluating, and day-to-day supervision or work direction of any subordinate staff?

	
	     

	Reason for Leaving:
	     

	Would Reference Recommend Candidate for our Position?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Would Reference Rehire Candidate:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	If Not, Why?

	
	     

	Additional Specific Questions or Comments:

	     

	Reference Done By:
	     
	Date:
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