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plant) or a meal might be in order. It’s nice to keep in touch with the person 
throughout the process, alerting him when you’ve been offered and accepted 
(or declined) the job. Even if you don’t get the position, you should write a 
thank-you note. You might say, “I was disappointed that despite your help, I was 
not offered the job. If you have any other leads or contacts in this fi eld, they’d 
be much appreciated.” You never know. 

R EFER E NC E S

James Mason
Myconciergrgr e.com
Associate Manager
jmason@myconcierge.com
(212) 480-1234

Margot Burnham
Seattle Marketing Ging Gin roupupu
Intern Supervisor
mburnham@smg.com
(206) 729-4300

Jeffrffrff ey ToToT ewes
UnUnU iversity ty t of of o WaWaW shingingin ton
Profefef ssor, r, r American History
jefftfftff oewes@universityofw@universityofw@universityof ashington.edu
(206) 328-6297

C Y N T H I A M A Y

1001 Broadway #3G New YoYoY rk, New YoYoY rk 10027-7-7 6903
212-725-6789 cynthiamay@mymail.com

References: Clean and Simple
The format of a reference sheet isn’t complicated. Just be consistent and use the same 
font styles as you do on your résumé.
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