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REFERENCE CHECK FORM
Name of Applicant:
Phone Number/Email Address of Applicant:
Date of Reference Check:
Person Conducting Reference Check/External Consultant:
Reference Name: 
Title/Organization:
Phone Number/Email:
Reporting Capacity/Relationship to the Applicant:
Why did the Applicant Leave the role with the Reference?
Competency Based Questions:
1. What were the Main Responsibilities of the Applicant?
0. If applying for a Sales Role, did the Applicant consistently attain goals? How did they react when they missed them?
0. How would you describe the Applicant’s performance under stress?
0. How would you describe the Applicant’s collaboration with internal stakeholders?
0. Where are areas the Applicant excelled?
0. What development feedback were you giving the Applicant?
0. (If Applicable) What was some common Client Feedback about the Applicant?
0. Is there an example of work that the Applicant did that stands out for you?
0. If applying for a Sales Role, how would you describe the Applicant’s ability to adhere to a Sales Process?
Personality Based Questions:
1. What was the Applicant’s pace of work and work style?
0. What is something that you knew you could count on the Applicant for?
0. What motivates the Applicant?
0. Why do you believe that you and this Applicant had a good working relationship?
Work Culture Based Questions:
1. Did the Applicant advance in the company during their tenure?
0. What type of culture/team do you believe the Applicant will thrive in?
0. Did the Applicant collaborate with other departments? If so, how?
Are there any other comments that you would like to share about this Applicant?
