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You may think requesting a letter of recommendation is as simple as sending an email to your professor or employer saying, “Hey can you write me a letter of recommendation?” In reality, asking for a letter of recommendation should include a little more. 

1. Address the recipient professionally  
Whether you are addressing an employer or a professor, it is important to address them professionally either by Mr./Ms., Mrs., or Dr. followed by their name and a comma. 

2. Summarize the Job in One Sentence
You will want to give the person you are asking to write you a letter of recommendation an idea of what they are recommending you for. They will write different things in the letter if you are applying for jobs as a teacher than if you were applying for jobs as an accountant.

3. Highlight three things the recipient of the letter will be looking for
Before you write your letter of recommendation request, make sure you know the things your future employer will be looking for. If you are applying to be a teacher it would be important to show that you are patient, hard-working, and organized. If you are applying to be an accountant it would be important to show that you are good at math, timely, and detail-oriented. Point these three qualities out to the person you are requesting the letter from. 

4. Provide examples of those three qualities 
Odds are the person you are asking to write you a letter of recommendation has been asked by multiple others to write letters of recommendation. To help your professor or employer write the best letter of recommendation for you, remind them of times in your experience together where you demonstrated the qualities you pointed out before. 
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5. End the letter professionally
[bookmark: _gjdgxs]When you are finished with the letter, end it professionally by including any information your professor or employer might need to get the letter where it needs to go. This is usually an address of where the letter should be sent, or an email the letter can be emailed to. Also make sure to add when you need the letter by, so that your professor or employer will know when to have it ready for you. 


On the other side of the page is a checklist to help you apply everything you’ve read above

 Preparation
· Identify Three Target Qualities: Determine the three specific traits (e.g., being patient, timely, or detail-oriented) that your future employer is looking for.
· Gather Evidence: Recall specific instances from your shared history where you demonstrated those three qualities to help the writer personalize the letter.
· Confirm Logistics: Identify the exact email or physical address for submission and your required "need by" date. 
· Organize Supporting Documents: Ensure you have an updated resume and the official job description ready to provide as context.
The Request
· Use a Formal Salutation: Address the writer professionally using Mr., Ms., Mrs., or Dr. followed by their last name and a comma.
· Summarize the Role: Provide a one-sentence summary of the job so the writer can tailor the content to that specific field.
· Point Out the Three Qualities: Explicitly tell the writer which three traits you would like them to highlight for the employer.
· Provide Your Shared Examples: Include the reminders of your past performance to help them write the best possible letter.
· State Delivery and Deadline: Conclude by providing the delivery instructions and the specific date you need the letter completed.
Follow-Up
· Express Gratitude and Update : Send a thank-you note once the letter is sent, and eventually notify the writer of the application outcome.
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