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Sample Reference Sheet
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Reference Sheet for Your First Name Last Name

Dr. Jorge Espinoza

Department of History

University of San Francisco

2130 Fulton Street

San Francisco, CA 94117

(415) 555-1111

je@usfca.edu

* Faculty advisor and professor

Ms. Elsa Biersmith

North American International, Inc.

345 W. 46thStreet

New York, NY 10016

(202) 222-4433 ebiersmeith@nai.com * Former employer

Mr. Martin Garringer

Habitat for Humanity

2100 Mission Street

San Francisco, CA 94112

(415) 111-3333 mgarringer@habitatforhumanity.org * Former volunteer supervisor
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NOTE:

Get your references ready before interviewing. Let them know what you are doing and alert them that they may be contacted by an employer. Give your references a copy of your resume.

Employers will sometimes phone or email your references after they have interviewed you, so bring your list of references with contact information with you to your interviews.
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