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Model Tool: Employee referral form 
Why you need this form:
Employee referral continues to be the number one source of external hires. Good employees know other good employees, so why not tap this valuable pipeline of potential job candidates?
How this form helps you: 

This customizable sample form provides a mechanism for tracking employee referrals.
How to use this form: 

This Model Form serves as a template. Customize it to fit your firm’s needs.
This material is for informational purposes only and not for the purpose of providing legal advice. You should always contact your attorney to determine if this information, and your interpretation of it, is appropriate to your particular situation.

Employee Referral Form
	Referral Guidelines

	

	1. To refer a potential employee, please complete this form and return it, along with a copy of the prospective candidate’s resume, application, or both, to the law office manager.

2. You are eligible for a referral award only when you refer external candidates.

3. If the candidate you refer is hired, you will receive a referral award of $ MACROBUTTON  DoFieldClick [amount] after the new employee has worked for [Law Firm Name] for 90 days.

4. Employees involved in the hiring decision for a particular position are not eligible for referral awards for that position.

5. Only one referral award can be given per candidate. If a candidate is referred by more than one employee, the first referral received will be the one rewarded if the candidate is hired.

	Employee Information

	Employee Name:
	
	Date:
	

	Employee ID:
	
	Department:
	

	E-Mail Address:
	
	Telephone Number:
	

	

	Referral Information

	Candidate Name:
	

	E-Mail Address:
	
	Telephone Number:
	

	Position Referred For:
	

	Why this candidate is qualified for this position:

	

	

	For Office Use Only

	Date Received:
	
	Interviewed?
	

	Hired?
	
	Award Date:
	


This Tool and hundreds more available at: http://www.lawofficemgr.com
Law Office Manager assumes no responsibility for the effectiveness or legality of any of its online templates or tools. Always consult your legal counsel and management before implementing any new policies or procedures.
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