Hi [ Recipient's name],
I hope all is well with you personally and professionally. I am contacting you to ask if you would be willing to provide a reference on my behalf.
I enjoyed working with you and have valued your support and guidance throughout my career. I have applied for a position at [insert job title and organization to which you are applying]. The post represents and incredible opportunity and I am excited about the challenge.
I have attached a copy of my resume [or CV] with this email as a reminder of my skills and experience. If you would like to arrange a time for us to talk through this, I am more than willing to do so as it is important to me to have your support.
Please let me know if you are willing to be a referee. I need to submit my application on [date] and would appreciate if I can include you as a reference. The deadline for applications is [date].
Thank you for considering! I look forward to your response. Kind regards,
[Your name]
