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[cover letter for reference checks]
[ON AGENCY LETTERHEAD]	

[Date] 




[Name] 
[Mailing Address]
[City, ST Zip]


Dear Mr./Ms.                                                                    :

                             [Name of Candidate]                            has applied for a position in this department. We are informed that you may be able to furnish information of value concerning the candidate’s qualifications.

Please assist us by expressing your opinion of this individual and answering the questions on the attached questionnaire. Your responses are absolutely privileged under the law.

We rely upon well-informed individuals to assist us in the selection of personnel who are qualified for public service training and who will maintain high standards of performance in law enforcement. 

Your cooperation and an early reply in this matter will be appreciated.

Very truly yours,




[Name] 
[Title]

[Contact Number – optional]
[Email – optional]


