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Request For Information
Date _________________

To Whom It May Concern:

Mr./Mrs./Ms. ___________________________________________ has applied for a position as a ______________________________________ and states that he/she was employed by you as a ______________________________________ from ________________ to ________________.

Will you kindly reply to this inquiry and return this sheet in the enclosed self-addressed envelope? Your reply will be held in strict confidence and will in now way involve you in any responsibility.

Sincerely,

Signature: _____________________________​​​​___________

Name (print/type): __________________________________   
Title: ______________________

Company: ________________________________________ 
Telephone: _________________

Is employment record correct as stated above?
Yes______
No _____

What were this employee’s duties? _________________________________________________________

Did he/she have custody of money or valuables?
Yes______
No _____

Were his/her accounts properly kept?

Yes______
No _____

Was his/her conduct satisfactory?

Yes______
No _____

Do you recommend him/her for rehire?

Yes______
No _____

He/she was: 
Discharged _____
Laid Off _____
      Resigned _____


Please list any Workers Compensation Claims: ________________________________________________



Excellent
Good

Fair

Poor

Quality of work

_______
_______
_______
_______

Cooperation

_______
_______
_______
_______

Safety Habits

_______
_______
_______
_______

Personal Habits

_______
_______
_______
_______

Attendance

_______
_______
_______
_______

Remarks: _______________________________________________________________________________

_______________________________________________________________________________________

Company Name: _________________________________________________________________________

Person Completing Form: __________________________________________________________________  
Title: ________________________________________    Date: ____________________________________

Adam Safeguard & Inquiry Systems, Inc.

