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Date: _________________
Reference’s Name: ___________________________________ 
Reference Email Address:  _____________________________    Phone: (______)____________
To Whom It May Concern,

Your name has been given by __________________________ for a reference check.  We would appreciate your assistance in evaluating the ability of this individual by completing the document below.  He/she has applied for a position with our organization and a reference letter is part of the hiring process.  Thank you in advance for your time. 

Please provide information on the above individual based on the following criteria, using a scale of 1 through 5 (5=excellent).  Please circle the applicable number for your selection of rating and complete the questions below.  Once completed please return to the individual who sent you this document.
Dependability:

1    2    3    4    5

Maturity:
1    2    3    4    5

Punctuality:

1    2    3    4    5

Initiative:
1    2    3    4    5

Attendance:

1    2    3    4    5

Flexibility:
1    2    3    4    5

Cooperation:

1    2    3    4    5

How long have you known this person? 
______________________________________________________________________________
How do you feel this applicant works with children or in a child care facility? (Required if applying Child Care)

______________________________________________________________________________

______________________________________________________________________________

Can you explain why he/she should be employed with our company (strong points)? 
______________________________________________________________________________
______________________________________________________________________________ 
Do you have additional comments which might help us with our decision to hire this person? 
______________________________________________________________________________
______________________________________________________________________________
Please return completed document via email to the applicant.

Respectfully,
NAF Human Resources Department
Navy Region Hawaii, Joint Base Pearl Harbor Hickam 
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