How To Request A Letter Of Recommendation

Requesting a letter of recommendation can be a nerve-wracking task, but with some thought and
consideration, you can make the process smoother for both you and the person you're asking. Here
are some steps to guide you through the process:

1. Choose the right person: Select someone who knows you well and can speak to your skills,
abilities, and character. Ideally, this should be a teacher, professor, supervisor, mentor, or someone
else in a relevant professional capacity.

2. Ask in person if possible: If circumstances allow, it's best to make the request face-to-face. This
allows for a more personal connection and gives the person an opportunity to ask any clarifying
guestions.

3. Be respectful of their time: Understand that writing a letter of recommendation takes time and
effort. Make sure to approach them well in advance of any application deadlines, preferably several
weeks to a month beforehand.

4. Provide necessary information: To make the process easier for the recommender, give them all
the relevant details about the position or opportunity you're applying for. Include the name of the
organization, the role you're applying for, any specific points they should address, and the deadline
for submission.

5. Share your accomplishments: Give the person some insights into your achievements,
experiences, and goals. Remind them of specific projects you worked on, classes you took with
them, or any notable accomplishments during your time together. This will help them write a more
personalized and impactful letter.

6. Ask politely and directly: Make a clear request for the letter of recommendation. Use polite
language and express your gratitude for their time and consideration.

7. Offer an out: Be understanding and let the person know that you understand if they are unable to
write the letter for any reason. Not everyone may feel comfortable writing recommendations, and it's

essential to respect their decision.



8. Provide necessary materials: If there are any forms or specific requirements for the letter, make
sure to provide them along with all the relevant contact information or submission details.

9. Follow up (but don't pester): If the deadline is approaching, and you haven't received confirmation
that the letter has been submitted, it's okay to send a friendly reminder. However, don't be overly
persistent or pushy.

10. Express your gratitude: Once the letter has been submitted, be sure to thank the person for their
time and effort. A thank-you note or email is a thoughtful gesture to show your appreciation.
Remember, asking for a letter of recommendation is a normal part of academic and professional life.
Most people are happy to help and support talented individuals in their pursuits. Just be considerate,

prepared, and appreciative throughout the process.



