How to Request a Letter of Recommendation or Reference from a Professor
Letters of Recommendation – Academic Programs, Scholarships, Fellowships
· Give plenty of notice – at least two weeks, preferably longer.

· Note the deadline.
· Write a brief description of the job or academic program.

· Include your resume and your personal statement.

· Note some details that will help the recommender support your application (e.g., your strengths, special skills, where you have performed especially well, obstacles you have overcome).

· Provide a filled-out form, a pre-addressed, stamped envelope, and any other necessary materials. Give specific instructions about exactly where and how to send the letter (directly to the school? In a sealed and signed envelope sent to you?). Include complete mailing address and the name of the person or committee.
· If you are applying to several schools, ask for the recommendation letters all at once. 

· Ask the professor to let you know when s/he has sent the letter

Letters of Recommendation/Request to serve as a Reference – Employment

· Do not request general letters of recommendation – only for a specific job where the employer is requesting a letter. 
· More commonly, employers will ask for names of references they can contact about you.
· Ask the professor’s permission to give his or her name as a reference. 
· Provide some information about the position and why you feel you are well qualified for it.
· Let the professor know who will be contacting him or her.
· Ask the professor to let you know if s/he is contacted for a reference
Follow-up

· Keep copies of your emails and of your letters of recommendation. 
· Double-check that the letter has arrived (allow at least 10 days), and if not, ask the recommender to send another copy.
· Let the recommender know if you were admitted or got the job – and say thanks!
