[Insert Client Letterhead Here]

REFERENCE LETTER: PERSONS WITH DISABILITY RECRUITMENT 
Date: _______________________

To Whom It May Concern,
This letter serves to confirm that [Name of Service Provider] has successfully delivered recruitment services for Persons with Disabilities (PwD) to [Client Organisation Name] during the period [insert years].
_________________________________________________________________________ .
1. Client Organisation Details
	Organisation / company Name: 
	

	Industry: 
	

	Size of the organisation in terms of headcount 
	


2. Scope of work confirmation 
	
	 Tick the applicable option

	Do you confirm that the service provider has provided your company with the recruitment services for Persons with Disabilities (PwD). 
	

Yes
	

No



3. Context about the assignment details managed by the service provider
Recent role(s) / vacancies filled Persons with Disabilities (PwD) through the service provider:   
	Name of the position filled
	Occupational level of the position
(Senior management, Top management or Board level)
	Race, Gender and PWD status of the candidate placed

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	



4. Referee Evaluation (Rate 1–5)
Please rate the service provider using the scale below:
5 = Excellent
4 = Good
3 = Basic
2 = Poor
1 = Very Poor 
	RATING CRITERIA
	OVERALL Score
 (5 - Excellent, 4- Good, 3- Basic, 2- Poor or 1 – Very Poor)

	1. Understanding of client requirements for sourcing and placing Persons with Disabilities (PwD).
	

	2. Effectiveness in identifying and presenting suitably qualified PwD candidates.
	

	3. Quality and job-readiness of PwD candidates presented.
	

	4. Diversity and inclusivity across different types of disability and job categories.
	

	5. Management of the end-to-end PwD recruitment process.
	

	6. Responsiveness and turnaround times in sourcing PwD candidates.
	


 
Overall rating of 1 across the above is applicable if the bidder or the service provider did not provide your company with PWD recruitment and placement services.
Scoring Summary
Total Score: ______ / 30
5.  Declaration
I confirm the accuracy of this reference.
	Name:
	

	Designation
	

	Signature:
	

	Date: 
	



Reference letter template 
Failure to use the prescribed template will result in the bidder being considered non-responsive.
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