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How To Write
Letter Of

Recommendation

Introduction: The Power of
a Well-Written
Recommendation

Writing a letter of recommendation is both a
privilege and a responsibility. Whether you are
a former professor, a manager, or a colleague,
being asked to recommend someone is a sign
that your opinion is valued. A strong letter can
open doors to dream jobs, prestigious graduate
programs,  or  life-changing  scholarships.  A
weak  o r  gener i c  one ,  however ,  can
inadvertently close them. This guide will walk
you through exactly how to write letter of
recommendation  that  is  compell ing,
authentic,  and  effective.  We  will  cover
everything from preparation and structure to
tone and common pitfalls. By the end, you will
have a clear roadmap for crafting a letter that
truly  supports  the person you are  endorsing
while  maintaining  your  own  professional



credibility.

Understanding the Purpose
of a Recommendation
Letter

Before  diving  into  the  mechanics,  it  is
i m p o r t a n t  t o  u n d e r s t a n d  w h a t  a
recommendation letter is supposed to achieve.
At  its  core,  a  letter  of  recommendation is  a
formal  document  that  provides  a  third-party
perspective on a person's skills, character, and
potential. It serves as a personal endorsement
that goes beyond what a resume or transcript
can convey. Admissions committees and hiring
managers use these letters to gain insight into
qualities  such  as  work  ethic,  collaboration,
leadership, and integrity. When you know how
to  write  letter  of  recommendation  effectively,
you are essentially painting a vivid picture of
the candidate's capabilities and why they are a
great fit for a specific opportunity.

Step 1: Decide Whether You
Can Write a Strong Letter

Before  agreeing  to  write  a  letter,  honestly
assess your relationship with the person. Have
you worked closely with them? Can you provide
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specific  examples  of  their  strengths  and
contributions? If your interaction was minimal
or  superficial,  it  may  be  better  to  politely
decline or suggest someone else who knows
them better. A lukewarm or vague letter can do
more harm than good. When you know how to
write letter of recommendation properly,  you
also know when to say no.  If  you do agree,
commit to writing a thoughtful,  detailed, and
timely letter.

Step 2: Gather Essential
Information

To write a personalized and effective letter, you
need context. Ask the candidate to provide you
with certain key details:

Their current resume or CV – to
understand their professional journey
and achievements.
The specific opportunity – job title,
program name, scholarship details, and
the institution or company.
Key points they want highlighted –
skills or experiences they believe are
most relevant.
Deadline and submission method –
whether it needs to be uploaded,
emailed, or submitted through a portal.
Personal statement or application



essays – to align your letter with their
narrative.

Having this information ensures your letter is
targeted  and  relevant.  It  also  makes  the
process  of  learning  how  to  write  letter  of
recommendation  much  smoother  and  more
effective.

Step 3: Structure Your
Recommendation Letter

A well-structured  letter  is  easy  to  read  and
leaves a strong impression. Here is a classic
format that works for almost any situation.

The Salutation

If  possible,  address  the  letter  to  a  specific
person,  such  as  "Dear  Dr.  Smith"  or  "Dear
Hiring Manager." Avoid generic greetings like
"To Whom It May Concern" unless you have no
other option. A personalized salutation shows
you have taken the time to tailor the letter.

Introduction: Who You Are and How
You Know the Candidate

Begin by introducing yourself. State your name,
title, and relationship to the candidate. Explain
how long you have known them and in what
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capacity. This establishes your credibility and
the  context  of  your  recommendation.  For
example: "I am Dr. Jane Williams, a professor of
computer science at XYZ University. I have had
the pleasure of teaching and mentoring Alex
Johnson for the past three years, including as
his thesis advisor." This opening immediately
tells the reader why your opinion matters.

Body Paragraphs: Specific Examples
and Qualities

This is the heart of your letter. Instead of listing
generic  adjectives  like  "hardworking"  or
"intelligent,"  provide  concrete  examples  that
illustrate these traits.  Use the PAR method
(Problem,  Action,  Result)  to  structure  your
evidence. For instance:

Problem: "When our team faced a tight
deadline for a major client
presentation..."
Action: "...Sarah took the lead in
coordinating cross-departmental efforts
and created a detailed project timeline."
Result: "As a result, we delivered the
project three days early, and the client
was extremely satisfied."

One or two such examples are more powerful
than a long list of traits. Focus on qualities that
are most relevant to the opportunity at hand. If



you  are  unsure  how  to  write  letter  of
recommendation  that  stands  out,  remember
that specificity is your greatest ally.

Comparison to Peers (Optional but
Powerful)

A sentence comparing the candidate to others
you have worked with can be very impactful.
For example: "In my fifteen years of teaching, I
rank  David  among  the  top  five  percent  of
students I have ever supervised." This provides
a  benchmark  and  adds  weight  to  your
endorsement.

Concluding Paragraph: Summary
and Endorsement

Summarize  your  recommendation  in  a  few
sentences and explicitly state that you strongly
endorse  the  candidate.  Reaffirm  your
confidence  in  their  ability  to  succeed.  For
example: "I  am confident that Maria will  be an
exceptional addition to your graduate program.
She  has  the  intellectual  curiosity,  discipline,
and collaborative spirit needed to thrive in your
research  environment."  Then  offer  to  provide
further  information  if  needed.

Closing and Signature

End  with  a  professional  closing  such  as
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"Sincerely" or "Best regards," followed by your
full name, title, institution, email address, and
phone number. If you are submitting a physical
letter, include your signature.

Tone and Language:
Striking the Right Balance

The tone of your letter should be professional
yet  warm.  You  want  to  sound  enthusiastic
without being hyperbolic, and confident without
being  arrogant.  Avoid  excessive  superlatives
like "the best ever" unless you can back them
up.  Instead,  use  measured  but  strong
language:  "I  highly  recommend,"  "I  am
confident,"  "She  consistently  exceeded
expectations."  When you  understand how to
write letter of recommendation with the right
tone, your letter feels genuine and trustworthy.
Also,  keep the language positive throughout.
Even if you mention a challenge the candidate
overcame, frame it as a growth experience.

Common Mistakes to Avoid

Even well-intentioned writers can make errors
that weaken their letter. Here are some pitfalls
to watch out for:

Being too vague: Phrases like "He is a



good worker" or "She is smart" do not
provide useful information. Always
support claims with evidence.
Writing a generic letter: A letter that
could be about anyone is not helpful.
Tailor each letter to the specific
candidate and opportunity.
Overemphasizing weaknesses: While
honesty is important, a recommendation
letter is not the place to highlight
significant flaws. If you cannot write a
positive letter, you should not write one
at all.
Ignoring length guidelines: Some
application systems have word limits.
Respect them. A concise, well-written
letter is better than a rambling one.
Forgetting to proofread: Typos and
grammatical errors reflect poorly on both
you and the candidate. Read your letter
aloud or use a tool to check for errors.

M a s t e r i n g  h o w  t o  w r i t e  l e t t e r  o f
recommendation also means knowing what to
leave out. Keep the focus on the candidate's
strengths and suitability for the opportunity.

Adapting the Letter for
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Different Contexts

While the basic structure remains similar, the
emphasis  may  shift  depending  on  the  goal.
Here are a few common scenarios:

For Graduate School Admissions

Focus on academic ability, research potential,
intellectual  curiosity,  and  critical  thinking.
Mention  specific  projects,  papers,  or
presentations. Highlight the candidate's ability
to  work  independently  and  contribute  to
scholarly  discussions.

For a Job Application

Emphasize  professional  skills,  work  ethic,
teamwork,  leadership,  and  results.  Use
examples from the workplace that demonstrate
the candidate's impact on the organization. If
possible, tie their strengths to the specific role
they are applying to.

For a Scholarship or Fellowship

Highlight  character,  leadership,  community
involvement,  and  resilience.  Show  how  the
candidate  represents  the  values  of  the
scholarship. Mention any notable achievements
or contributions outside of academics or work.



For an Internship

Focus on potential, enthusiasm, willingness to
learn, and relevant skills. Even if the candidate
lacks  extensive  experience,  emphasize  their
growth mindset and adaptability.

Understanding these nuances is a key part of
knowing how to write letter of recommendation
that hits the mark in any situation.

How to Make Your Letter
Memorable

In  a  competit ive  pool  of  applicants,  a
memorable  letter  can  make  a  significant
difference.  Here  are  some  advanced  tips:

Tell a story: A brief anecdote about a
specific moment when the candidate
demonstrated a key quality can be very
compelling.
Use the candidate's own words: If
they said something insightful during a
discussion, quoting it can bring their
personality to life.
Connect to the mission: If you know
something about the target institution or
company, mention how the candidate
aligns with their values or goals.
Be authentic: Let your genuine
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enthusiasm come through. Readers can
sense when a writer truly believes in the
candidate.

Final Checklist Before
Submitting

Before  you  send  or  upload  your  letter,  go
through this quick checklist:

Did I address the letter to the correct1.
person or department?
Did I include specific, concrete2.
examples?
Is the tone professional and enthusiastic?3.
Did I proofread for spelling and grammar4.
errors?
Did I include my full contact information?5.
Is the letter within the required length or6.
word limit?
Did I save it in the required format (PDF,7.
Word, etc.)?

Taking these final steps ensures that your hard
work pays off and that you have truly mastered
how to write letter of recommendation in a way
that serves the candidate well.



Conclusion: Your Words
Matter

Writing a letter of recommendation is not just a
routine  task;  it  is  an  act  of  advocacy.  Your
words have the power to advance someone's
career or education in a meaningful way. By
taking the time to  prepare,  personalize,  and
polish your letter, you are giving the candidate
a  valuable  gift.  Now  that  you  have  a  clear
understanding  of  how  to  write  letter  of
recommendation effectively, you can approach
each  request  with  confidence  and  purpose.
Remember  to  be  specific,  be  honest,  and  be
supportive. A well-crafted recommendation is a
testament  to  both  the  candidate's  potential
and your own judgment. Use that responsibility
wisely, and you will make a lasting impact.


