Guidelines and Instructions  

for Letters of Recommendation

Before you start, be sure to review the Kisses of Death in the Graduate School Application Process.
Remember that letter writers should be people who know you well. Graduate programs usually want most or all of your letters to be from faculty members who have worked with you or supervisors who have observed you in professionally relevant work settings. Send the type and number of letters the program requests, no more and no less.

Allow your letter writers at least three to four weeks between the time that you provide the necessary materials and the time the letter must be completed. 

If at all possible, give your letter writer a complete list of the programs for which you will need letters and a full set of the necessary materials all at the same time. Coming in every few days or weeks with another form or another request for a letter will make the letter writing process less efficient and will greatly increase the likelihood of mistakes, lost materials, etc.

You may send a gentle reminder email if it is close to or past the deadline and they have not submitted letters of recommendation.  Do not, however, bombard your letter writers with annoying emails.  They have a lot of letters to write.

Remember that your letter writer’s most recent impression of you is likely to be greatly affected by how well-organized, well-informed, reliable, considerate, and punctual you are during the application process.

Please note: If you are applying to a Ph.D. program, you will be applying to work with a specific faculty member. Verify that the person you are interested in working with is actually taking students. First, check the program website & the faculty member’s website. Some people will state there who is taking students. If you don’t see the answer there, call the department admin to ask. In some cases, it may be appropriate to send a short email to the faculty member. Please check with an Earlham faculty member before doing this. Have the Earlham faculty member look over the email you intend to send.
{See instructions, starting on next page}
Instructions. 

Separate from asking for letters of recommendation, you should get feedback on your application materials. Take your CV/resume and cover letter/personal statement to the career services office at your institution or ask your advisor or someone you trust for feedback. To request letters of recommendation, first contact the prospective writers directly and ask if they are willing and able to write you a strong letter. 
In addition to the forms below, provide to your letter writers cover letters, personal statements, and CV/resumes. The goal is for your letter writer to be able to write the richest, most complete, and honest letter of recommendation for you. Provide as much information as possible to your letter writers. 
Many letters of recommendation are completed online. You will first fill out information on your end.  Do your letter writers a favor and fill in as much information about them as you can. Most forms have a section for basic information about the letter writer (e.g., name, institutional affiliation, etc.), so if you know that information, write it in for your letter writers. Earlham professors almost always have PhDs, so if the system asks for the title, you should enter “Dr.” not “Mr.” or Mrs.” This saves them time and makes them think you are considerate.

For each program, be sure to specify on the Recommendation Request Form (a) whether there is a separate rating or recommendation form, (b) whether the letter is submitted via an online system, email, or something else, and (c) if it emailed or mailed in, what the (email) address is.
I also encourage you to write your own letter. This might help me as foundation and may add details that I would otherwise omit. 

Letter of Recommendation Request Form

Fill out as much as you can! 

Your name:  





Graduation date: 

Phone number(s), including a number for holidays: 

Preferred email address:

	Note: The information in this box will be different for each of your letter writers. You can save time for yourself by completing the rest of the form, making a copy for each writer, and then filling in this box.

	Letter writer’s name: 

How long have you known the letter writer and in what capacity? (Include whether you have RA’d, TA’d, been an advisee, etc.)
What classes did you have with the letter writer, and what were your grades? (Please also indicate the year & semester you took the class.)
Were there noteworthy papers or projects that you completed for the letter writer? If so, please give titles.




Who is your faculty advisor? 

What was your senior research topic?

If you are applying for a research-focused job or program (including all PhD programs), what was your grade in the following courses:


Statistics & Research Methods:


Your 350-level class (such as Prejudice or Peer Relationships):


Senior Research:

Major(s):




Minor(s):

Cumulative GPA:
  

Cumulative GPA not including your first year:

Major GPA:

GRE percentiles (percentiles, not scores)

Other relevant test percentiles

_____Verbal percentile


_____


_____Quantitative percentile


_____


_____Analytical Writing percentile

_____


_____Psychology Subject Test percentile
_____

If test scores are not yet available, what tests will you be taking, and when will the scores be available? 

For the section below, you can submit a CV/resume and say “see CV” – However, make sure your CV covers every question asked.
Honors:

Work experiences and dates (include internships and summer jobs):

Teaching assistant positions (indicate course & instructor):
Supervised research experience:

Conference presentations, articles published, etc.:

Other activities at Earlham:

Educational and professional goals:

(If you are filling this out for Rachael, you will address your strengths and weaknesses in the letter of rec you write. For other letter writers, complete this section.)
Strengths:

Weaknesses:

Notes or special requests
Is there anything about you that would prefer your letter writer not mention in your letter? (This is not always guaranteed, but it’s helpful to know if there is personal information, such as financial difficulties, family problems, illnesses that you do not want programs to know about.):
Complete next page with information about your programs.
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Give this form (filled out by you) to your letter writers. If you are applying to more than eight programs, add rows. Google how to do this for your version of Word if you don’t know how. 
