Date
Name

Address

Dear …………
Re:  Name and address of applicant

XXXXX Time Bank is a new organisation that has been set up in ____________.  It offers local people the opportunity to obtain the help they require by exchanging their skills with others in their neighbourhood.  It works on the basis that everyone’s hour of time is worth the same.  Some of these services may involve looking after or working with children or vulnerable and elderly adults.

Name of applicant has applied to be a participant of the time bank and has given your name as a referee.  She/he has currently offered some of the services covered on the attached cartoon/ questionnaire and I would appreciate it if you could complete the reference form on the reverse of this letter to confirm her/his suitability to be a XXXX Time Bank participant. 

If you have any queries regarding giving a reference or about the scheme, please call us.

Thank you for your time.

Yours sincerely

XXXX Time Bank 

Applicant's Name …………………………………………………………………………………..

In what capacity is applicant known to you (relative, colleague etc.)

…………………………………………………………………………………………………………

How long have you known him/her? ……………………………………………………………….

REFERENCE 

(please state below why you consider the applicant to be a suitable time bank participant)

