
How A Reference Page Should Look 
 
How you document the contact information for each of your references with potential employers depends on the 
instructions provided by the employer. Do you have to supply letters of recommendation (also known as letters of 
reference)? Or, can you simply provide the contact information for each of your references? There is no one correct 
answer - it really depends on the position. There is, however, one piece of advice that will probably help you - 
create a reference page that you can send to a potential employer. 
 
A reference page simply lists all the contact information for each one of the people who have agreed to speak on 
your behalf. This usually includes: 

 Their name, 

 Title, 

 Full mailing address, 

 Work telephone number, and 

 Email address for each person. 
 
Should you list their home address or phone number? Probably not. You may list it if your reference person gives 
you permission to do so, but it's best to list their work contact information only. 
Here is a sample of how a reference page can look: 
 

 

James A. Smith 
1243 Cable Street 

Adrian, MI 49221 

jsmith@adrian.edu 

517-123-2364 

 

References 

 

 

 

Dr. Margaret Smith  

Management Supervisor  

ABC Company 

111 Oak Lane  

Meadowbrook, IL 00011 

(708) 897-00367  

msmith@abc.com 

 

 

Mr. Marvin Melenbacher  

Owner 

Melenbacher Confectioners  

4623 Las Vegas Way 

Las Vegas, NY 87125  

(435) 900-0065  

marvin@sugar.com 

 

 

 

 

 

 

 

 

Dr. James Jones  

Professor 

Circle College 

873 Mulberry Court  

Oakton, CA 98726 

 (989) 666-9999 

jjones@ciclecollege.edu 

 

 

Ms. Janet Mandleson 

Supervisor 

Public Policy Professionals  

764 Pennsylvania Ave 

Washington, D.C. 98765  

(800) 762-0982  

jm@ppp.com 
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