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You not only need the letter, you need it to be as effective as possible.  So it's important to plan your request. 

Who to ask

Given a choice about who to ask, ask someone who

· Is comfortable writing a letter for you 

· Can write well and write easily 

· Has experience writing letters of recommendation 

· Is familiar with your work 

· Knows you well enough to be able to include personal anecdotes in the letter 

· Has the highest and/or most relevant job title 

These guidelines apply to both supervisors and teachers.  Keep in mind that if you've been working in Payroll but want a new career in Marketing, a letter from the Sales Manager of your old company will carry more weight than one from the Accounting Manager.  Also, the higher up the writer the more clout the letter will carry.  For example, a letter of recommendation from a full professor is more valuable than one from an assistant professor.

When to ask

Situations vary, but the more time you can allow for receiving your letter the better.  As a general rule request your letter at least a month or two in advance.

How to ask

Always be forthright when requesting a letter of recommendation.  Write a letter to explain exactly why the letter is needed and its importance to you.  In addition

· Lead up to the request if possible.  Get a sense of the writer's comfort level before actually making the request 

· Never put the writer on the spot 

· Always offer to provide information that makes the writing task easier (biographical data, employment or attendance timelines, etc.) 

· As a practical matter, if writing the letter will clearly be a favor make sure the writer knows you understand that  

· If the subject is broached by the writer, offer to compose the letter yourself for the writer to sign

Presentation

Create a folder that contains all of the pertinent information.

Put your cover letter as the 1st item in the folder.

Include any printed forms from each school to which you are applying.

Include the addressed, stamped envelope(s).

The single best thing you can do, to get a good letter of recommendation--particularly if a teacher does not have a long acquaintance with you--is to provide your letter writer with useful information. Here is the type of information letter writers often find helpful: 

· Description of the school/department to which you are applying 

· Copy of the essay you write describing why you want the go there 

· Your transcript (unofficial version)

· Your resume 

· Any forms or specific instructions or questions requested by the school for the letter of reference 

· A stamped, addressed envelope (without your return address, but with room for the writer to put her return address) for submission of the letter of reference

· your overall GPA 

· honor societies to which you belong 

· awards that you have won 

· activities in which you have participated (and any offices held) 

· work experience 

· service activities such as volunteer work 

· a description of your collegiate goals 

With this information, you can help your referees make their best possible case for you, to help you attain employment or admission to a school.
AND ALWAYS WRITE A THANK YOU NOTE!!!!!

Sample request (written to confirm oral request):

Subject: Letter of Recommendation 

Jeanne,

I am applying for admission to the XYZ Undergraduate Program, Sociology Option. In my letters of recommendation, three issues need to be addressed: (After the questions, in parentheses, I put some suggestions of different issues I plan to include in my essay when I answer these same questions.) 

1. What in the applicant's background indicates this subject matter is appropriate for 
the applicant? (Honor student, BA in Sociology, learned sociological concepts 
that could apply to this area : ex. illocutionary discourse, etc.) 

2. Why applicant desires this degree program? 

(Get good job, further education,etc.) 

3. What does applicant plan to do with this degree once obtained? 

 (I am currently employed by Charlie's Hoopla, and I hope to further advance my 
career in this company.) 

If you have any questions, let me know. Thank you very much for helping me with this! I greatly appreciate it!!


Jennifer Glass 
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