[Date today]

[Recipient's address block - optionall

[Address]

Dear [Recipient's name] or To Whom it May Concem:

[First and foremost, if you don't feel comfortable writing a letter of
recommendation, don't. A vague or fabricated recommendation letter might
do more hamm than good. Start by identifying your relationship with the
person for whom you're writing the letter. Are you the person's manager, co-
worker or professor? How long have you known or worked with the person?]

[Ficture the person in his or her job role. Point out a variety of positive traits
while focusing on work ethics, accomplishments, skills, and significant
contributions (use specific examples). If you draw a blank, ask the person to
refresh your memory. If you have access to the person's merit reviews, refer
to them for hints. If for business reasons you're somry to see this person go,
say so. Avoid vague, powerless words such as nice, good, fine and
reasonable. Use words such as excellent, superior, instrumental, creative,

innovative, efficient, dependable, articulate, meticulous, self-starter and
confident.]

[Wrap it up with a recommendation to admit or hire. Close by offering to
provide more information. Include your contact information if t's not in the
letterhead.]

sincerely,

[Sign here]
[Your name]

[Your title]



