


Format: Use the "Bullet Point" (*) format rather than a paragraph to highlight your 

accomplishments. Use boldface, capital letters, and italics, to highlight items that you want the 

reader to notice 

Determining who should serve as a professional reference takes longer than just a quick email 

to a professor you had for one class, three semesters ago. Here are a few quick tips for locating 

and listing professional references. 

1. You should ask individuals who you've known longer than a year. It is not acceptable to ask 

an instructor who you talked to only once or twice after class. References should be people 



REFERENCES 

 Tip:  Make sure to ask permission from potential references. 

Ms. Victoria Langer - Vice President 

The Consulting Group 

222 East Chestnut Street 

Chicago, Illinois 60000 

(312) 123-4567 - VL@tcg.com 

 Tip:  Consider organizing your references so that your strongest contact or contacts are 
first. 

Reference #2: Full Name 

Job Title 

Company 

Company Address 

Business Phone Number 

Email Address 

Relationship to Reference 

 Tip:  Whenever feasible, let your references know the job you are applying for or at least 
the type of position you are seeking. 

Reference #3: Full Name 

Job Title 

Company 

Company Address 

Business Phone Number 

Email Address 

Relationship to Reference 

 Tip:  If possible, give a copy of your resume to those that you include as references so 
that they will be familiar with your qualifications, experience, education, and so forth. 
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