
HOW TO WRITE A LETTER OF REFERENCE LETTER

Knowing how to write a reference letter is an important skill in the business world. See examples, get tips, and also learn
when to say yes or how to say no.

Specifically, I was astounded by his kindness, selflessness, and devotion to helping the less fortunate in any
way he can. The way you address someone in a letter is no different. Students Applying for University, Grad
School, or Scholarships Almost all universities and scholarship programs require at least two recommendation
letters as part of the application process. This way, you can focus on the requirements of the position. Along
with asking for information about the candidate, get all the information you need about how to submit the
letter. Also ask if there are any particulars that the school or employer wants you to include in your letter.
Every summer vacation, instead of using his free time for himself, he travels to Indonesia to do volunteer work
teaching English to children living in rural villages. Sincerely, [Your Name, Company, and Title] Letter of
recommendation example There are many formats recommendation letter can have. As a recommendation
letter likely only provides a snapshot of her talents and achievements, I would be happy to further elaborate on
my time working with her. Personal Traits and Characteristics The third paragraph is all about personality. It
is written by a former employer, colleague, client, teacher, or someone else who can speak positively about
that person. Our professionally crafted sample and template will give you the exact formula for writing a
stellar LinkedIn recommendation. If you volunteer, consider using leaders or other members of the
organization as personal references. The more information you have, the easier it will be to write a strong
recommendation. If you cannot, it is better to say no; this will give the person the chance to ask someone who
might write him or her a stronger reference letter. Try to include language from the job description in your
letter. This is an essential step because it establishes the relevance of your letter. When addressing a body of
people such as an admissions committee or board of directors you should follow the same principles as those
outlined above. Annie was a joy to work with because of her amazingly positive attitude and eagerness to stick
tightly to deadlines. I have no doubt she will make a strong addition to your team. In the body of your letter,
focus on one or two qualities in this person that make him or her a good fit for the job. What to Include in a
Reference Letter Unless the candidate gives you a form on which to write your recommendation , you should
write the reference as a formal letter. In particular, make sure you know what the letter is for whether it is for a
particular job, a college application, etc. When we first met, I was immediately impressed with Annie and the
technical skills she had on day one, but during the time worked together, her understanding of data analysis
and the tools of the trade grew far more than that of her peers.


