Crafting an impactful letter of recommendation is an important
task, often wundertaken by educators, supervisors, or
colleagues. These letters play a significant role in shaping
the opportunities and future of the person being recommended.
This guide will walk you through the process of writing a
letter of recommendation, highlighting its importance, key
components, and providing a step-by-step approach, along with
a customizable template.

Significance of Letters of Recommendation

Letters of recommendation are essential in various scenarios,
such as job applications, college admissions, or scholarship
considerations. They provide an external perspective on an
individual’s skills, character, and achievements, offering
insight beyond what can be gleaned from resumes or interviews.

Key Elements of a Letter of
Recommendation

An effective letter of recommendation should include:

Introduction: State who you are, your professional
relationship with the person being recommended, and the length
of time you’ve known them.

Overview of Qualifications: Summarize the candidate’s relevant
qualifications, skills, and accomplishments.

Specific Examples: Provide specific examples that illustrate
the candidate’s abilities and strengths.

Comparison to Others: If possible, compare the candidate to
others you have known in similar positions.



Endorsement: Conclude with a strong statement of
recommendation.

Contact Information: Offer to provide further information if
necessary.

How to Write a Letter of Recommendation

Start with a Formal Salutation: Address the letter to the
specific person or committee.

Introduce Yourself and Your Relationship: Explain who you are
and how you know the candidate.

Highlight the Candidate’s Strengths: Discuss the candidate’s
skills and qualities that are relevant to the position or
opportunity they are seeking.

Provide Specific Examples: Use concrete examples to illustrate
the candidate’s achievements and capabilities.

Offer a Comparative Assessment: If applicable, compare the
candidate to others you’ve worked with in similar roles.

Conclude with a Strong Endorsement: Summarize why you believe
the candidate is a good fit for the opportunity.

Include Your Contact Information: Provide your email and phone
number for follow-up questions.

Letter of Recommendation Template

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]



[City, State, Zip]
[Your Email]
[Your Phone Number]

[Date]

[Recipient’s Name]

[Recipient’s Title]

[Recipient’s Institution/Organization]
[Recipient’s Address]

[City, State, Zip]

Dear [Recipient’s Name],

I am writing to recommend [Candidate’s Name] for [position,
program, scholarship, etc.]. As [your relationship to the
candidate], I have had the opportunity to observe
[his/her/their] professional skills as well as personal
qualities.

In my experience, [Candidate’s Name] has consistently
demonstrated abilities and qualities that are valuable in
[specific area or field]. For instance, [provide a specific
example of the candidate’s accomplishments or contributions].

Compared to others I have worked with in [a similar
capacity/field/position], [Candidate’'s Name] is [comparison
statement highlighting the candidate’s abilities and
strengths].

I am confident that [Candidate’s Name] will be an excellent
fit for [the position, program, scholarship, etc.].
[His/Her/Their] [specific qualities or skills] will be an
asset to your [team, program, institution, etc.].

Please feel free to contact me at [Your Phone Number] or [Your
Email] if you need any additional information or

clarification.

Sincerely,



[Your Name]
[Your Title]



