4. Pre-Employment Reference Check via Phone

Applicant’s Name________________________________  Applying for________________________ 

“My name is _________________________  from ____________________________Company. 

_________________________________________ has applied for a position with our company.

I would like to verify the information provided us by ___________________________________ and _________________________________________ has given us permission to contact you.”

Person Contacted______________________________________ Company__________________________ 

Phone_______________ ( Personnel Department   ( Ex-Supervisor  ( Other _____________

Comments: ______________________________________________________________________________

______________________________________________________________________________

Job Title __________________________________________ 

Employment Date ____________________________

Job Responsibilities _____________________________________________________________

______________________________________________________________________________

Attendance  ___________________________________________________________________

Rehire ________________________________________________________

Person Contacted______________________________________ Company_________________________ 

Phone_____________ (  Personnel Department   (  Ex-Supervisor   (  Other _____________

Comments: ____________________________________________________________________

______________________________________________________________________________

Job Title __________________________________________ 

Employment Date ____________________________

Job Responsibilities _____________________________________________________________

______________________________________________________________________________

Attendance ____________________________________________________________________

Rehire ________________________________________________________

Person Contacted_________________________________ Company______________________ 

Phone_______________( Personnel Department   (  Ex-Supervisor   (  Other ____________

Comments: ____________________________________________________________________

______________________________________________________________________________

Job Title __________________________________________ 

Employment Date ____________________________

Job Responsibilities _____________________________________________________________

______________________________________________________________________________

Attendance ____________________________________________________________________

Rehire ________________________________________________________

References Checked by ____________________________________ Date _____________

Checker’s Comments ____________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

