
EMPLOYEE REFERRAL FORM

REFERRAL GUIDELINES AND INSTRUCTIONS

EMP NAME

EMP ID

DEPARTMENT

EMAIL

TELEPHONE

DATE SUBMITTED

NAME

EMAIL

TELEPHONE

POSITION FOR WHICH 
CANDIDATE IS REFERRED 

DATE RECEIVED

DATE OF CONTACT

DATE OF INTERVIEW

DATE OF HIRE

DATE OF AWARD ISSUE

HR REP NAME

HR REP SIGNATURE

NOTES: 

STATE YOUR BELIEF AS TO WHY THE REFERRED CANDIDATE IS BEST QUALIFIED FOR THE AVAILABLE POSITION

–– Remember to include a copy of the candidate's resume and / or completed application with completed form. ––

HUMAN RESOURCES USE ONLY

CANDIDATE

REFERRING EMPLOYEE

https://goo.gl/YWU4NV


DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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