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How to Get a Good Letter of Recommendation

· Contact recommenders early. 

· Read through recommendation forms on websites to get a sense of the kind of information schools ask for.

· Good letters of recommendation are labor intensive. Try to make your recommender’s job as easy as possible by attending to clerical details and helping them have information about you at hand and easily accessible (see list below).

· Promise your recommenders that you’ll let them know the outcome of your applications and follow up on your promise.
· Compile your recommendation materials into a folder or packet, including:
1. A list of all the schools to whom the recommender is writing, in order of due dates. For each listing, note if the recommendation will be electronic (ELECTRONIC) or paper (PAPER). If it’s optional, ask the recommender which she prefers.
2. Forms, filled out as completely as possible.  Find out your recommender’s contact information, title or rank, and put this on the form. Check YES in the box that asks you to waive your right to see the recommendation and sign the form.

3. Envelopes or mailing labels. Ask the recommender which s/he prefers. The envelopes should be addressed, including the return address. 

4. A narrative in which you describe fully your relationship with the recommender (see attached example) and briefly summarize your intentions for graduate study.  Include in it the date or semester when you first studied with the professor, the class or classes you took with her or him, and the work you did in the class or classes. (If you have any written work you submitted to the professor, preferably with her/his comments on it, attach it. and note that you are attaching it.) Give the recommender as much information as possible. In addition to classes, you may have undertaken an independent study with the professor or just dropped by occasionally to talk about books or writing. You may have had lunch or coffee with a visiting writer at the professor’s request or been involved with other relevant activities on campus. Mention all of these. Include a resumé if you have one. 
5. The statement of purpose (sometimes called ‘statement of intent’ or ‘proposal for graduate studies’) you are submitting with your application. 
6. The writing sample you are submitting with your application.
