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References should be listed on a separate sheet than your resumé and include your contact 
information. Always contact your references before including them on your reference sheet. Select 
people who know your work capabilities. Use this tool to make a master reference list. 

Name
Address 
City, state, zip code
Phone number
Email address

REFERENCES

Name: _______________________________________________________________________
Title:  ________________________________________________________________________
Company:  ____________________________________________________________________
Street address:  ________________________________________________________________
City, state, zip code:  ____________________________________________________________
Phone: _______________________________________________________________________
Email:  _______________________________________________________________________

Name: _______________________________________________________________________
Title:  ________________________________________________________________________
Company:  ____________________________________________________________________
Street address:  ________________________________________________________________
City, state, zip code:  ____________________________________________________________
Phone: _______________________________________________________________________
Email:  _______________________________________________________________________

Name: _______________________________________________________________________
Title:  ________________________________________________________________________
Company:  ____________________________________________________________________
Street address:  ________________________________________________________________
City, state, zip code:  ____________________________________________________________
Phone: _______________________________________________________________________
Email:  _______________________________________________________________________

First-day Packet changes:

I would like to add one line and delete two lines on page 11, My Resume Writing 
Outline:

ADD:

Message Phone Number (with area code)
DELETE:

Availability for relocation 
Availability for travel 
I would like to delete the following sentence and add the following sentence on 
page 20, Cover Letter Template in the Middle paragraph, fourth sentence:

DELETE:

Avoid referring to qualifications that employer is seeing that you don’t have.

ADD:

Include your willingness to relocate, travel or work flexible hours in this section.  

Reference List Template
Reference List Template


