Guide to requesting
letters of
recommendation

Asking for a recommendation can make even
the most confident person anxious.
What if you ask and the professor says “No”? What if they say “Yes”, but provide a
negative or weak review? Inviting a teacher or mentor to share what they think of you
and your potential can feel risky, but when you approach the ask with care and
preparation, the exchange can strengthen your relationship with your recommender
(and help you tap into their expert knowledge).
Here is a checklist of information to include with your request to make it easier
for them to say “yes” AND to write a strong letter:
A brief description of the program,
scholarship, fellowship or position you are
pursuing (include a link to website if possible)

Concise descriptions of relevant academic,
scholarly or professional research or
projects that you completed under them

A list of or link to the selection criteria

A draft of your application essay is ideal, but
if that is not possible, it is wise to share an
outline or summary of your ideas

A current resume or curriculum vitae (CV)
A brief description of the following:
A reminder of your relationship to them
(student, advisee, research assistant)
How long you’ve known them and in
what contexts (specific classes, etc...)
The characteristics, traits, and
experiences you would like them to
write about

The due date for the letter (should be at least
a month out)
Clear instructions on how to:
Address the letter
Format and/or print the letter
Submit (mail or email) the letter

details and deadlines are essential information
for getting the best letter possible
Remember to go over the details with your recommender. This process can help you both reconnect
and recall the experiences that are at the root of your relationship.

WHO TO ASK FOR LETTERS
OF RECOMMENDATION
It is important that a recommendation
letter come from someone who knows you
well. Faculty members most commonly
write these letters; however, other
professionals and advisers who have
supervised your work in academia or
research may also be appropriate choices.
Letters from family friends, political
figures, and the like are discouraged and,
in fact, may be detrimental to your
application.

Include the deadline for submission, a website
address, and the best way for them to contact
you. Including information on how to submit is
also important. If you will be asking for many
letters of recommendation, you might consider
providing an excel spreadsheet of deadlines and
ways that the letters are submitted.
Deadline reminders are appreciated
and necessary for most recommenders.
Everyone is busy and unexpected changes in
circumstance or responsibility can be managed
with thoughtful communication and purposeful
support.

