Letters of Recommendation


Here are some guidelines when requesting a letter of recommendation from faculty or staff:

1. You should try to get to know the professors from whom you expect to request a letter of recommendation. Stop by their office hours and introduce yourself. Not only does this help a faculty member remember who you are, but it also enables the recommenders to write that you have discussed your plans with them. 

2.  Request 3-4 weeks prior to the due date.


3.  Provide the following information for each letter you are requesting:

a. Information about the program you’re applying

b. Letter due date. Distinguish between a “postmark” and a “received by” date

c. Delivery instructions 
i. If it’s an online recommendation, will the faculty member received a prompt or are you providing an electronic address? 


ii. If providing an electronic address make sure to provide all contact information (name, title of person to receive the letter, email address, etc.).


iii. If the letter is to be submitted as hard copy, should the faculty member mail it directly or do you need to send it with your application materials? 


iv. If the faculty member is to mail the letter, then provide an addressed envelop for the letter along with the letter’s due date.  Identity of the person or group to be addressed in the letter, (e.g., “Dear Fellowship Committee”) and the address of the institution.


v. If you want to pick up your letter, state date you want to pick it up.



4.  Provide copy of your unofficial transcripts.


5. Provide an up-to-date curriculum vitae or resume


6.  Provide a Personal Statement or Statement of Purpose. Each Personal Statement or Statement of Purpose should be geared towards the scholarship or program that you are applying to, not a generic one.


