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A Letter of Recommendation is a written and signed document that provides feedback on the performance, partnership, leadership of an individual with which someone works. This is also known as a reference letter. Types of recommendation letter The name of the individual who received the recommendation letter Attributes that make
the individual successful (Potential, character, how they operate, consistency, reliability, etc.) Contact information of the person who wrote the letter of recommendation It is best to download a template that guides you in preparing a Letter of Recommendation. You have to make an effort before you ask someone to write you a letter. Most
people can engage with their own lives and sit for a few hours and think about how high they are, writing down all the great qualities of a person. Before asking and forwarding your request, write a Letter of Recommendation for yourself with all the best qualifications you believe you have. This allows the individual to easily sign or change
the letter, and in most cases, it will add more compliments and nice things to say about you in the individual's letter. 2. Approach Make sure that the appropriate party is available to discuss the potential of writing a respectful letter of recommendation. Usually they don't want to disturb someone during the time they are working or spending
quality time with that person's family. The best non-intrusive way to request a letter of recommendation is via email, so that the person can find time within their program to send you a reply. 3. Be Patient When giving a Letter of Recommendation to someone, allow at least 1-2 weeks from the choice you choose. Being aggressive or
nagging can help you get the letter faster, but the letter is also likely to be less inspiring. No one wants to do a favor for another person who is doing so much lack of respect. Just let the person know that you want it back on a specific date in 1-2 weeks. If you know this person really well and they happen to be a forgetful individual, then it's
perfect to give a few reminders during the week to make sure they don't forget about the Letter of Recommendation request. 4. Get and Review Once the assigned selection has sent you the completed Recommendation Letter back, be sure to read the evidence before sending it. Give thanks and appreciation to the person who went out
of his way to do you this good. Who's he going to pick? The author of a letter of recommendation should be be be given the right to express the performance of the individual in the position applied to by the applicant. Good examples of a recommendation are previous employers, colleagues, clients or teachers/professors because they can
prove the applicant's work or academic work. It is important to choose someone who will take the task seriously and put some time aside to write a proper letter. A hastily written letter may seem weak and superficial and will therefore be ineffective or possibly counterproductive. On the other hand, someone has been asked to advise an
individual, but believes they are not qualified to do so, it is best for them to politely turn down the request. An inadequate letter of recommendation could damage the applicant's application and jeopardise the author's professional reputation. (Video) What is a Standard Recommendation Letter? How to Write a Letter of Recommendation A
recommendation letter consists of three parts; input, body paragraph (s) and result. Although some suggestion letters follow ine certain formatting, most letters depend on a specific format and should be written in a professional tone. The longer the author knows the candidate, the more detailed the content can be. However, the length of a
recommendation letter is less important than its contents. As long as the letter contains the candidate's qualifications and personal qualities, it will serve as a persuasive argument in their favor. Step 1 – The input paragraph should introduce the candidate and the author, the relationship between them, and the length of that relationship. It
should also include the position the candidate (if any) is applying for and the logic behind the author's recommendation. Sometimes the author will be informed about who will receive the letter and may direct the letter specifically to that person; usually a hiring manager/consultant, admissions officer, or admissions board. The letter must be
opened with Dear [name] or Dear [admissions committee/admissions board]. If it's not known who will read the letter, it's usually best to start with who it might belong to. Although not always necessary, writing the date at the top helps keep the recommendation letter valid. If a 2008 letter and that person apply for a job in 2017, the
legitimacy of the letter is significantly reduced. As #1, I am honored to recommend Sally Witfield to the Board of Admissions for the acceptance of your esteemed institution. I've been Sally's science teacher for the last four years, and based on her grades, attendances, and class attendance, I rate Sally's academic performance in my class
as outstanding. The #1 written by a high school teacher to support a student's application to a college/university. Since the application is about academicians, the teacher mentions the student's ability to perform well in the classroom environment. Example #2 March 18, 2017 Mr. Larsson, my name is Dai Houliang, and I'm writing to you
about Jason O'Sullivan's application as hotel manager. He has worked as a receptionist at Hotel Place D'Armes for the last 2 years and has always been able to keep his staff organized while maintaining the satisfaction of our guests. In this sample entry paragraph, the author can prove strong and eligibility for a former employer of the
applicant and a specific position applying for it. Step 2 – The body paragraph(s) of a recommendation letter is where the author will go in detail regarding the applicant's skills, qualifications and achievements. The author should provide adequate examples to support these claims, thereby assureing the reader that the letter came from a
reliable source of guarantor for the applicant's suitability. The number of paragraphs and the length of these paragraphs vary from one letter type to another, but the main goal is to create a persuasive argument, no matter how many words are required on behalf of the candidate. Usually, it is up to the author to find out what a
recommendation letter is to be used for a specific purpose and what that purpose is. The advice holder can then include the strengths and skills that the applicant has and related to this workspace, workspace, etc. The #1 was a woman who caused Kamel to have no experience in retailing before. He's got a great personality for the job. It
makes its customers feel comfortable and offers exceptional customer service. Kamel works equally well on his own or with others. Kamel got along well with his colleagues and was never late or in the place for no reason. He was conscientious about completing tasks so as not to leave work for those who went on shift after him. Letters of
recommendation are not always written for a specific application or purpose, but may be requested by a person who wants to get a general reference for future use. In this sample body paragraph, the employer lists some attributes that the employee thinks will help with a wide range of applications/functions. Example #2 Alessia started
watching our children five years ago when our first daughter Aisling was 4 years old and our second daughter Elodie was just born. Due to our work in demand, my wife and I will not be home for long durations during the week. It was very comforting to know that they were under Alessia's care. Alessia allocates all her attention to each
child and can juggle tasks flawlessly. Our two daughters, being 4 years apart, have very different needs and attention times, but Alessia is able to cater to each individual. He's going to help Aisling with his homework while he cooks for Elodie and entertains her so she doesn't lose her old age. My kids insist on inviting him to birthday
parties every year, like you're part of the family. I understand the demands of a nursery worker are different from that of a family nanny, but I'm sure Alessia is ready to challenge. In this sample body paragraph the author was able to accurately explain their nanny characteristics to back them up with real-life examples and experiences. The
applicant in question is applying to multiple childcare facilities, so he or she is sure to include qualifications around the recommendation to help him find a positive position. Step 3 – The final paragraph should complete the author's final thoughts on the applicant's qualifications and reiterate their support for this applicant. Unless otherwise
stated, the author must provide a way to communicate with them if the reader requires more information. The author's contact information can be added to the result paragraph on the letterhead or after the signature. Some letters of recommendation require more precise formatting, but it's custom ed to use an official signature and add the
author's signature, name, and contact information to the bottom. As an example#1's excellent work ethic during alejandro's time in the field will continue his work. Alejandro is charismatic, well-spoke, ambitious and I have no doubt he will exceed your expectations if he is accepted into your prestigious academy. If you have any questions
regarding Alejandro's application, please call me at the number below (during normal business hours) or by email (at any time). Warm Regards, [Signature] Cynthia Cosgrove (604) 898-2497 Sample #1 closes with a convincing statement about the applicant's ability to perform his previous job and his belief that the author will succeed in
his future efforts. The author provides two methods of communication that show that they are serious about approving this applicant. The #2 gabriela decided to pursue other interests other than Tacoma and we wish her well with her future efforts. I wouldn't hesitate to advise him on any potential employer and would re-hire him if the
situation a arises. If you would like to discuss this further, contact me at (253) 664-8090. Sincerely, [Signature] Operations Director Elliot Schmidt This second result paragraph example contains all the necessary components, and while the author does not know exactly what to use the letter, they clearly believe in the applicant's ability to
work well in any position given to them. Contact information is provided in the paragraph, and the author's job title is substrate and helps establish legitimacy. Example 1 – For Teaching Job 19, 2018 Dear Mr. Long, I am honored to recommend Mr. David Lawson for his position as music teacher at Beaverton High School. As principal of
Douglas Elementary, I've seen David's contributions to this school firsthand, and it's going to be a difficult task to find a replacement for such a dedicated teacher. Our school has recently experienced budget cuts and some programs will need to be completely removed from the curriculum or completely eliminated. We have a
comprehensive music program that David has greatly contributed to, but unfortunately, this is one of the areas that needs to be concentrated. The head of the music program will now give all the lessons, which means Mr Lawson has been left looking for another job. This is by no way a reflection of your skills as an instructor, it is just
unfortunate that it has caused us to lose the most talented teacher. David started teaching douglas elementary school in 2008. The music classes we offer started quite generally, but David dedicated his time and energy to expanding the program to include more options for students with a higher interest in following music as a career. He
brought new classes to the curriculum and spent countless hours working with smaller groups of students, even going as far as teaching one-on-one after school. David's expertise in music and organizational courage will be of value to the school, who are lucky enough to have him. It's no secret that David is one of the children's favorite
teachers. I go into class from time to time when I'm having conversations about school, and I'm happy to see how fascinated the kids are in Mr. Lawson's classrooms. His teaching style is very moving and fascinating. Kids can't wait to pass their other classes so they can play music with Mr. Lawson all the time. She quickly develops a
harmony with her students but also takes time to listen to concerns or comments put forward by her parents. Parents who came to me more than once praised David for his positive impact on his children's education. David's boundless patience and commitment to music doesn't go unnoticed. His energy will be greatly missed at Douglas
Elementary, but we are confident that his experience will appreciate it if he is accepted into your faculty. I'd be happy to give you more details about Mr. Lawson's application if necessary. Warm regards, Lynda Ostrowicz Principal Douglas Elementary (416) 209-8803 Example 2 - A Paralegal January 17, 2019 for whom I might be
concerned, Sherine has worked for me every summer for the last 6 years, helping me with various cases and legal aid within the law firm. I have degrees in both law and architecture, and I can say with certainty that Sherine's organizational skills and professional attitude. On a par with a lot of interns and interns I've worked with. I'm not an
easy person to please and my demands are usually quite specific, but my mind is put at a comfortable by Sherine's credibility and meticulous work ethic. He shows pun puny and incredible enterprise. I always provide Sherine with a list of tasks that need to be completed by the end of the day, but Sherine works so diligently that she often
goes above and beyond what she ask. Even if the job is physically challenging, it shows tremendous strength and stamina. I wish I could hire Sherine every summer, but I look forward to following her successes. I'm sure Sherine will succeed in any effort she's made to her. Regards, Faye Cheslock (687) 546-5532 Example 3 – December
9, 2018 Dear Abigail Mansfield for a Cooking Job, I am writing in support of Mr Darpreet Vaidya's application for the current cook position at Diamond Grille. During my eight years as a manager at Joe's Restaurant, many cooks came and went, but Mr. Vaidya stood out as one of our most valuable employees to date. I hired Mr. Vaidya in
2013, and although he had no experience before, he quickly learned methods and techniques. He's efficient, organized, a great team payer and an amazing multitasker. It brings tremendous energy to the kitchen and positively mutes the atmosphere. The kitchen staff have a very revolving door but Darpreet is very loyal and reliable.
There's been a few incidents where a cook didn't show up, but Darpreet always came to save me. It also helps educate new kids, make sure they are comfortable in our kitchen environment. I strongly recommend that you think of Darpreet as a cook in your good business. He is motivated, creative, and has a keen eye for detail. It sad to
see him go, but I believe he'll bring the same excitement to his next job. If you have any more questions you can call me at (330) 378-1217. Sincerely, Gary Campbell Back to House Supervisor Supervisor
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