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Dear Mr Jones
I am currently involved in searching for a new position and would appreciate your help. I would like to include you in my list of references as someone who has a good knowledge of my skills and abilities.

If you are willing to act as one of my references I will include your name, title and contact details on my reference list and I will keep you updated about possible contact from a potential employer.
At this point, I would be grateful if you would write a letter of recommendation for me to include with my job search documents. I would appreciate it if you could outline my responsibilities while at XYZ Company and attest to the skills and abilities I demonstrated in the job.
Please let me know if you are comfortable with this request and if there is any information I can provide in connection with this.
Sincerely,

John Candidate
