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References 
Format 

Name of reference 
Title at his or her organization 

Organization name 
Street address (optional) 

City, state and zip 
Daytime phone number 

Relationship to you (if it’s not clear from your resume and cover letter) 
 
 

Examples 
 

John Smith 
Sales Associate 

Target 
Clinton Township, MI 

johnsmith22@gmail.com 
586-222-2020 

Former Co-Worker 
 

Sally Jones 
Floor Supervisor 

Walmart 
Sterling Heights, MI 

sallyjones1@gmail.com 
586-260-5866 

Current Co-worker 


