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What Is the Purpose?

A These letters serve a very important
purpose in the application process:
they allow professors and other

Conversational mentorsd such as internship or

Evidence

community service supervisors,
athletic coaches, research superdsors
Areyoua to share their firdtand impressions

about the qualities thaiake you
distinctive intellectually, personally
S SR and/or professionally.




How Is a LOR for a Scholarship different from
a LOR for Graduate School?

Graduate School

. A Emphasis on Academic or

Professional Promise

Scholarship
ATell a story.

A Show they know the student very
well.

A Highlights strengths as defined by
the scholarships.
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ALLIN THE

Not Who, But What Wyi

A Names and titles do not impress

A Select someone who

Can provide details about your personality
Can explain the impact or results of your work
Can talk about how you have grown over time
Can talk about how you will continue to learn

To o o Io I

Can grow into the position or role you are applying

A This can include instructors for courses in which
you did some of your best work, and it should
Include any thesis or research supervisors. This
also includes internship and volunteer activity
supervisors, and employers who can attest to your
leadership or ability to learn and work with others
in service and professional environments. The
specific choices will often depend on which
?cholarshipr graduate school yate applying
or.

A Professors should have taught you Miat ONE
class, pref. an upper division class

A NOT: general academic advisors (unless also
professors), teaching assistants, research assistants
without a terminal degree




Guide the Letter Writer

A Remind recommenders abpujectsyou worked on A Engagen an indepth discussion with thedter writer
together; donot assume t h eaboutwduricdreeendamresedscaspiratons t hei r own.
Providedates, details, and descriptionsf the work . :

P A Advise them to not include comments on yleuneanor

you completed or interactions you had with the
recommender. Ask them to emphasize how you
contributed to the project.

A Thinkabout how the school scholarship describes A However, do advise them to shexamplesof your

focused on social justice). Read the About Us or History Perseverance, and integrity by describing specific
sections of their websites kaywords.Share those examples of where these characteristicobszeved.

details with your recommender and ask them to use A advise them to write about how yaiand outfrom
similar language in your letter (when applicable) to draw siher students.

connections between you and the

organization/school/scholarship. A Dond forget to remind recommenders (repeatedly) about
deadlines They will not be as focused as you are on
when things are due.

(e.g., gentle, kind, sweet,)&ts this information does
not help predict studens likelihood ofsuccess.




i A"
Under st and t he Wssier

A ScholarshipsThey wanto understand A Readersant to see alignment with the other sources

A

A
A
A

they havesuch as your e seipensonal statements, or

yourdesire tdulfill theirmission and how you will fulfill LinkedIn profile

their mission
whatyou ardike

what you value A Readers want persoiraights from those who have
interacted with you over a period of téreeperspective

how the scholarship will advance your professional mission beyond what someone will gain in a brief interview

A Graduate SchoolThey want to understand

A
A
A

yourcapacity for academic success
howyour program fits into your broad professional goals

waysyou will contribute to the program/learning
environment




Sing Your Praises SO
; AR

A Your recommender should l@&ring about youT hey should sing your
praises, celebrating what you have done and are capable ait twmng.
same timegverthetop comparisongndercut the validity of the comments
theymake.

A Encourage recommenders to ground their praass@amples with clear
details.




Maintain Relationships

NO MATTER WHERE WE FIND OURSELVES,
LET'S ALWAYS KEEP IN TOUCH.

A Besure to stay in touch witéculty or A If you seeklto re-establish connections

supervisors aftgou complete their before you ask for the
class or move on to new positions. recommendation
A Set a calendar reminder to check in A Refresttheir memories with examples

regularly and catch up, perhaps once a  ©f projects you worked on, where you
year. sat in class, a memorable trait of yours,

or other clues.
A If you see their favorite performer,
sports team, or travel destination in the
news, email them the story.

A Then ask for a call or another way to
update them on your work and life.

A Shararticles related to their work.




Action Steps

A First, whenever possible make A Secondwrite a couple of paragraphs for
appointment$o discuss your your recommenders describing the nature
scholarship/graduate schagiplication of thescholarship/graduate schgolu are

. plans in person (or by phone, if necessarygpplying for. This should include .
with your prospective recommenders. If information about the nature of the award
you cannot meet gpeakwrite aclear, or school anthe broader goals of the
spelled checked, infoemadilvdell them program(e.g., supporting the environment,
whatscholarship/grad. schogbu are providing international experiences,
applying for, and why, and ask them promoting scientific careers, etd.)you

candidly if they would be willing to write a are asking for more than LOR, make sure the
letter for youConsider how you greet the recommender knows theo$peadfics
recommender, e.q. title.




Action Steps

A Third, write a brief statement to give to each
recommender summarizing a) why you are
applying for the particulscholarship/graduate
schoolp) what you hope to accomphgith the
scholarship/during grad. schaold c) how
winning thescholarship/getting accepted into
graduate schowlould assist you in achieving your
educational, service or professional goals. If your
application requires a specific project proposal,
you srlllould briefly describe ymiended project
as we

A Remember to tell your recommender you will
WAIVE YOUR RIGHT TO REVIEW THE
LERTER:

A Fourth, give each recommender an updated

resumdisting your most recent activities and
accomplishments. You might want to call their
attention in a separate paragraph to the
experiences that you believe make you-a well
gualified candidate for the particular scholarship
you are applying for. For example, if you are
applying for a Fulbright award to teach English in
Korea you might highlight your tutoring work for
a literacy program in DC, or your coursework on
East Asian religion. If you are applying for a
scienceelated award, highlight your research
activities or plans, or talk about how you plan to
pursue science in the futuvkake sure the
recommender can open all attachments!




Action Steps

A

[

Fifth, it is VERY IMPORTANT to give your A Seventh it can be extremely helpful if one or

recommenders ampleeto prepare their letters.
Aim to ask them for letters AT LEA®Jur to
six weeksBEFORE recommendations are due.

Sixth, provide them with accurate information

aboutdeadlineand submission procedures. If A

there are forms they should fill out, provide them
with those forms. Let them know if the
recommendations are to be submittetdrem

more of your recommenders also provide
feedbaclon your application essays or
proposals; ask if they would read a draft and
provide constructive criticism and suggestions.

Finally, last but not least, don't negieébw-
up!Your recommenders will invest
considerable time and thought in preparing
your letters, so write them thank you notes and
be sure to let them know the outcome of your
application. Paper thank you notes or cards are
alwaysappreciated, but NOT small gifts. Want
to avoid appearance of a quid pro quo.




Draft Your Emall

Start the first paragraphoy stating what you warit.

am writing to ask if you would be willing to write a
letter of recommendationfor me." In the next few
sentences, lay out the

facts:

AYour name

AYear in school

AMajor

Al_fhit is a professor, which course or courses you took
wit

him/her, when, and what grade you earned

Awnhy you need a recommendation (that is, whatrgou
applyindgor, name of program, school, internship)
AWnhen the recommendation letter is due

For the second paragraphoutline your relationship
with the person.

For thethird paragraph,hint atwhat you'dike the writer to say about
you

"I believe that you're aware through our conversations and my
participation in your course that my ultimate goal is to

. | have interned at and am part of various
Student organizations, including %

Include any information about yourself that he/she may not be
aware of.

Explainwhy his/her recommendation letter will be diffefiemh
others.

Remember to attach documents

Includeyour CV, the essays you have written for admiss$idlss (
a grad program), and detailed instructions for hsubtuit the
letter (including all contact information) along yatir email.

For the last statementthankthe person, whether or not he/she writes the
letter.



