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Context
 Submitter (me)
 Busy

Writing a (good) letter from scratch takes 2+ hours
 Might not know the candidate really well

 Selection process
 Large number of candidates, often with similar 

strengths (e.g. outstanding candidate, hard-
working, bright)

 How to make the candidate stand out?





What I ask students

• Provide the specifications (URL)
• Provide the due date and time, and 

submission information
• Ask me at least 2 weeks before the due date
• Provide a CV
• Complete a full draft of the letter



1st Paragraph

• Brief, high level

• Example:  “I am delighted to write this 
letter in strong support for <insert your 
name> ’s application for a XXX.  I have 
known XXX for XX years and worked 
closely with her for XX years (<insert 
dates>), while she was XXX.”



2nd Paragraph(s)

 Narrative history on education, training, 
employment, inc awards and honors

 Make it interesting, “Given my passion to 
…, I sought 



3rd Paragraph(s)
 Describe why you are qualified for this 

award/grant/job

 For awards with specific criteria, use ‘sign posts’, 
e.g. Community Service ..., Mentoring ...

 For more generic positions, “XX has several 
attributes which make her a very appealing 
candidate for a XX.  First, she has expressed a 
sustained commitment to XXX conducting a study, 
analyzing data, and publishing results.  
Specifically, she used data from the XX study to 
determine XX.”



Last Paragraph

 Conclusion, 2 – 3 sentences

 Example: “In summary, XX is a very 
strong candidate for a XXX.  Without 
question, she is similar in caliber to other 
XX.  Naturally, I hope that you agree with 
my assessment and offer her XX.”



How to make a good letter even 
better and ‘memorable’

• Add a very personal story
• Usual 5 sentence rule for paragraphs, 

with strong lead and concluding 
sentences 

• For emphasis, 
• use bold and underline (but sparingly)
• use call out boxes, direct quotes

• IMPORTANT: Drop all pretenses of 
modesty 
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