BIM - Table 5.9A

[cover letter for employment questionnaire 
to past employers/supervisors]

[on agency letterhead]



[Date]

[Name] 
[Mailing Address]
[City, ST Zip]

Dear Mr./Ms.                                                       :

                       [Name of Candidate]                         , who was employed by your firm from                                to                                 , is a candidate for the position 
of                                 [Position Title]                            in this department. 
We are asking your assistance in helping to determine his/her qualifications for the position. Would you please help us by answering the questions on the enclosed questionnaire? Your responses are absolutely privileged under the law.
If you prefer to speak by phone, please contact me at     [Area Code / Number]     . My normal work hours are             [Hours]            . 
Your cooperation is greatly appreciated.

Very truly yours, 
[Name] 

[Title]


enclosure 
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