
WRITING A PERSONAL LETTER OF RECOMMENDATION FOR GRADUATE

SCHOOL

One of the many â€œunpaidâ€• tasks that college professors are asked to do is to write letters of recommendation for
students who wish to apply for graduate school.

It is fine if these are not work-related examples â€” after all, you do not know the person from a work setting.
If there is a submission deadline, be sure to submit it prior to the due date. Frequently professors receive
requests for letters from students who were little more than names and faces. If you know the job the person is
applying for, you can put that too. Inform students about the purpose of recommendation letters, what makes a
good recommendation letter, and how your letter, while positive may not offer the types of details
characteristic of helpful recommendation letters. Focus on examples from your relationship with that person.
Be honest. A recommendation letter should be tailored to both the person being recommended and to the
position or responsibilities involved. Explain how you know the person, and for how long. If your letter only
includes course grades and other neutral information you might reconsider and submit the letter as long as you
have explained the ramifications to students. Provide specific examples of ways in which the person has
demonstrated these various traits in the past. Remain positive. Include your email address, telephone number,
or both at the end of the letter. Applicants often must turn to faculty with whom they have had less contact in
order to obtain a third letter of recommendation. After all, these letters are generally required for big life
events, such as a new job, a home purchase, or admission to a program or school. Paragraph 2 and 3 The
second paragraph of a recommendation letter contains specific information on the person you are writing
about, including why they are qualified and what they can contribute. You are doing them a favor by refusing
a letter. You do not want them to simply copy and paste a sample letter. You can change any of the elements
of the template to fit your own needs. For example, if a letter template only has one body paragraph, but you
want to include two, you should do so. You should tailor a letter to fit the particular person you are
recommending and incorporate the information he or she asks you to include. Focus on the job description. It
is the rare applicant who can easily think of three professors to ask. Matthews, etc. Joyner, Dear Ms. The
following article was written by Tara Kuther and posted on About. Provide a way for the employer to contact
you if they have further questions. How to Use Letter Samples A letter sample can help you decide what kind
of content you should include, as well as how to format your letter. Conclusion The concluding paragraph of a
reference letter contains an offer to provide more information. Below your signature, include any contact
information. How to Use a Letter Template A template helps you with the layout of your letter. Do you know
enough about the applicant to write a letter with sufficient detail? Make sure you follow any requirements,
especially about where and when to send it and its requested format for example, PDF, physical letter, etc.
Follow the submission guidelines. Some faculty give in. If you have known the person for a long time, be sure
to emphasize this. In the subject, briefly include the purpose of your letter and the name of the person you are
writing about. Quickly assess what you know about the student and determine how supportive you are of his
or her academic intentions. However, you should always be flexible. Follow a business letter format.


