



Important note:
Please note that this letter should be personalised depending on your situation, namely the fields highlighted in yellow. Don’t forget to delete our comments in grey and this note.


Mr/Ms 
Your name
Your address  


Registered letter 
Name of your employer 
Address of your employer




Place, date 







Correction of the letter of reference
[bookmark: _GoBack]Dear Mr/Mrs
I am writing with regard to the reference letter that you issued to me on DD Month YYYY. 
By law, a reference must be complete and true. Specifically, it must cover objective elements (type and duration of the working relationship) and subjective elements (work quality and conduct). With regard to the first point, the actual activity performed must be described accurately and in detail. On the subjective level, the quality of the work performed and the attitude of the employee (in particular their relationship with their various contacts) must be assessed. 
Moreover, the reference must be written in a well-disposed manner as its primary objective is to aid the employee’s professional future and assist them in their search for a new job.
(Select option 1 and/or 2 as befits the situation and delete anything that does not apply. Also select option 3 if you would like to make correction suggestions.) 
[Option 1 (negative statements about you):
In the present case, I have noticed that the reference could be interpreted in a negative way. I refer in particular to the following passages:
· (Specify the passage)
· …]
[Option 2 (reference is also incomplete):
As written, the reference is also incomplete. In particular, the following is missing:
· (Specify what is missing)
· …]
In light of this, I respectfully request that you make the corresponding corrections. 


[Option 3 (if you want to offer your employer a draft of a reference):
For the sake of simplicity, I am enclosing my proposed corrections along with this letter.
]
As this reference is of particular importance to me, I would be grateful for a response within the next 30 days, i.e. by DD Month YYYY.
Thank you in advance for your reply. Yours sincerely
Name and signature



Internal

