
Reference Check 
Date of Reference Check (Day/Month/Year): 

Reference Check Name (Last, First): 

1. In what capacity did you work with the candidate (e.g., peer, colleague, supervisor)?

2. Could you give me a brief description of the duties the individual performed?

3. Would you recommend him/her for this position? Why or why not?

4. How would you describe the candidate’s relationships with co-workers, subordinates,
and supervisors?

5. Is there anything else you can tell me about the candidate’s ability to perform his/her
job?

HIRING MANAGER VERIFICATION 
Date: 

Source: Office of Personnel Management Reference Checks Guide and VA Notice 22-13 Pre-Employment References Policy 
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