
how to write a recommendation letter
How to write a recommendation letter is a skill that can significantly impact an
individual’s career or academic journey. Whether you are a teacher, employer, or
colleague, crafting a thoughtful and well-structured recommendation letter can provide
the recipient with a strong endorsement that highlights their qualifications, skills, and
character. This guide aims to walk you through the essentials of writing a compelling
recommendation letter that effectively communicates the strengths of the person you are
recommending.

Understanding the Purpose of a Recommendation
Letter

A recommendation letter serves several important functions:

- Endorsement of Qualifications: It provides a third-party perspective on the candidate's
abilities and experiences.
- Personal Insight: It offers insight into the candidate's character, work ethic, and
interpersonal skills.
- Contextual Background: It gives context about the relationship between the writer and
the candidate, which can add credibility to the endorsement.

Understanding these functions is crucial, as it helps shape the content and tone of the
letter.

Gathering Information

Before you begin writing, it’s essential to gather relevant information to ensure your letter
is personalized and effective.

1. Know the Purpose of the Letter

Determine why the recommendation letter is being written. It could be for:

- A job application
- A college or graduate school application
- A scholarship or internship
- A professional certification

Understanding the purpose will help you tailor your letter to meet the specific needs of the
recipient.



2. Collect Candidate Information

Ask the candidate for the following:

- A copy of their resume or CV
- Details about the position or program they are applying for
- Specific skills or experiences they would like highlighted
- Any deadlines for submission

This information is invaluable in ensuring your letter is not only supportive but also
relevant.

3. Reflect on Your Relationship

Consider the nature of your relationship with the candidate:

- How long have you known them?
- In what capacity have you worked together (e.g., supervisor, colleague, teacher)?
- What notable contributions have they made in that role?

This reflection will help you provide a more nuanced and personal recommendation.

Structuring the Recommendation Letter

A well-structured recommendation letter typically follows a standard format. Here’s a
breakdown of the structure:

1. Header

Include your contact information at the top, followed by the date and the recipient's
contact information (if known). If you're writing for an online application, you can skip this
part.

2. Salutation

Begin with a professional greeting. If you know the recipient's name, use it (e.g., "Dear
Ms. Smith"). If you do not know the name, a general salutation like "To Whom It May
Concern" is acceptable.



3. Introduction

In the opening paragraph:

- Introduce yourself and your position.
- State your relationship with the candidate.
- Mention the purpose of the letter.

Example:
"I am writing to recommend [Candidate’s Name] for [Position/Program]. I have had the
pleasure of working with [him/her/them] for [length of time] as [your position] at [your
organization]."

4. Body Paragraphs

This is the core of your recommendation letter, where you elaborate on the candidate's
qualifications and character.

- Highlight Specific Skills: Identify and describe key skills or competencies that are
relevant to the opportunity. Be specific and provide examples.

Example: "During [his/her/their] time at [Company/School], [Candidate’s Name]
demonstrated exceptional [skill], particularly when [specific example]."

- Discuss Accomplishments: Mention notable achievements that showcase the candidate’s
abilities. Use metrics or tangible results where possible.

Example: "In [his/her/their] role as [Position], [Candidate’s Name] successfully [describe
accomplishment], leading to [result]."

- Personal Qualities: Comment on personal traits that make the candidate a good fit for the
opportunity, such as work ethic, attitude, and teamwork.

Example: "[Candidate’s Name] is not only a talented [profession] but also a team player
who consistently brings positivity and creativity to projects."

5. Conclusion

End the letter with a strong closing paragraph:

- Reiterate your recommendation.
- Offer to provide further information if needed.
- Include your contact details for follow-up.

Example:
"I wholeheartedly recommend [Candidate’s Name] for [Position/Program]. I am confident



that [he/she/they] will bring the same dedication and excellence to your organization.
Please feel free to contact me at [your phone number] or [email] should you require any
further information."

6. Signature

If submitting a hard copy, leave space for your signature above your typed name. If
sending electronically, a typed name is sufficient.

Tips for Writing an Effective Recommendation
Letter

To ensure your letter stands out, consider the following tips:

- Be Honest: Only endorse candidates you genuinely believe in. If you cannot provide a
strong recommendation, it is better to decline the request.
- Be Specific: Use concrete examples rather than vague praise. Specificity adds credibility
and makes your letter more impactful.
- Maintain Professionalism: Use a formal tone and avoid overly casual language.
Remember, this letter reflects on both you and the candidate.
- Limit Length: Aim for one page. A concise letter is often more effective and easier to
read.
- Proofread: Errors can detract from your message. Carefully proofread your letter for
spelling and grammatical mistakes.

Common Mistakes to Avoid

When writing a recommendation letter, be mindful of these common pitfalls:

1. Generic Letters: Avoid using a template without personalization. Tailor your letter to
the specific candidate and opportunity.
2. Overly Lengthy Letters: Keep your letter focused. Long-winded explanations can lose
the reader's interest.
3. Lack of Enthusiasm: If you cannot convey genuine enthusiasm, it may be better to
decline writing the letter.
4. Inaccuracies: Ensure all information is accurate, including dates, roles, and
accomplishments.

Conclusion

Writing a recommendation letter is a valuable opportunity to support someone in their
professional or academic endeavors. By following the outlined steps and incorporating



thoughtful insights, you can create a powerful endorsement that showcases the
candidate’s strengths and potential. Remember, your recommendation can play a crucial
role in shaping their future, so take the time to craft a letter that reflects both the
candidate's abilities and your genuine belief in their potential.

Frequently Asked Questions

What is the purpose of a recommendation letter?
A recommendation letter serves to endorse an individual’s skills, qualifications, and
character, providing a personal perspective on their suitability for a job, school, or other
opportunities.

What key elements should be included in a
recommendation letter?
A recommendation letter should include an introduction, a clear statement of the
relationship between the writer and the candidate, specific examples of the candidate's
skills and achievements, and a strong closing statement recommending the candidate.

How long should a recommendation letter be?
A recommendation letter typically ranges from one to two pages, providing enough detail
to support the candidate without overwhelming the reader.

What is the best way to structure a recommendation
letter?
A well-structured recommendation letter should start with a formal greeting, followed by
an introductory paragraph, body paragraphs detailing the candidate's qualifications and
experiences, and a concluding paragraph reinforcing the recommendation.

Should I include specific examples in a recommendation
letter?
Yes, including specific examples of the candidate’s accomplishments, skills, and character
traits makes the letter more persuasive and provides concrete evidence of their
qualifications.

How can I make my recommendation letter stand out?
To make your recommendation letter stand out, personalize it with unique anecdotes,
focus on the candidate's standout qualities, and tailor the content to the specific
opportunity they are applying for.
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