




Date of Call 

Applicant 

Position Offered 

Completed By 

Referee Name 

Position 

Organization 

Phone Number 

Applicants Position Held 

What positions did the applicant 

hold at your organization? 

• Indicate if the position was full­

time, part-time, or contract. 

• Indicate the start and end date, 

and reason for leaving. 

Primary Responsibilities 

What where the primary 

responsibilities of the positions 

they held? 

Key Strengths 

What did they excel at as an 

employee? 

Areas for Development 

What areas could the applicant 

develop or improve upon? 

Were these communicated to them? 

DETAILED REFERENCE 

Check Form #1 

Time of Call 

1.1 REFEREE INFORMATION 

Position Held 
FTI PT 
Contract 

Start Date End Date 
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Date of Call 

Applicant 

Position Offered 

Completed By 

Referee Name 

Position 

Organization 

Phone Number 

Applicants Position Held 

What positions did the applicant 

hold at your organization? 

• Indicate if the position was full­

time, part-time, or contract. 

• Indicate the start and end date, 

and reason for leaving. 

Primary Responsibilities 

What where the primary 

responsibilities of the positions 

they held? 

Key Strengths 

What did they excel at as an 

employee? 

Areas for Development 

What areas could the applicant 

develop or improve upon? 

Were these communicated to them? 

DETAILED REFERENCE 

Check Form #3 

Time of Call 

1.3 REFEREE INFORMATION 

Position Held 
FTI PT 
Contract 

Start Date End Date 
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