Requesting Letters of Recommendation
Most graduate schools require applicants to submit two to three letters of recommendation.  These letters are important components of your total application packet.  A letter of recommendation is a detailed description, from a faculty member, administrator, or supervisor who is knowledgeable of your personal characteristics, educational accomplishments, and experiences that express your candidacy for a graduate program. 
Who do I ask?
Schools typically ask you to submit two or three letters.  While at least one of those letters should come from a faculty member, you may also request letters from administrators, internship supervisors and employers.  For a letter of recommendation to speak to your qualities, it should be written by someone who:

· Knows you well and has known you long enough to write with detailed knowledge of you
· Knows your work and can describe your work positively

· Has a high opinion of you

· Knows your educational and career goals

· Be able to favorably compare you with your peers
· Has the ability to write a good letter

· Not everyone can address all of these aspects but ideally, your letter should state your academic skills, research abilities and experiences, and applied experiences, such as internships you have completed

Important tips on asking for a letter of recommendation
Ask for an appointment or at least approach the faculty member during his/her open office hours.

The approach:  “I’m applying to several graduate school programs.  Do you feel that you could write a supportive letter of recommendation for my application?”  If you sense any hesitation, thank them and ask someone else.
· At this first appointment, be prepared to describe the type of degree you seek, the programs to which you are applying, and goals for graduate study.

· Give the referee three weeks to one month to write the letter.  Be respectful of their time and know that it takes time to write a good letter of recommendation.  

· Compile everything that the referee needs to write the letter.  Don’t assume that the referee will remember anything about you.  Be sure to include:
· List of relevant courses taken 
· Unofficial transcript

· Resume that reflects honors and awards you have received, relevant work or volunteer experiences, relevant clubs or organizations to which you belong, language, computer, and laboratory skills you possess
· Titles and abstracts of any research papers you have written 

· A description of your professional goals 

· Copies of admissions essays 

· Description of each program to which you are applying so that the letter can be tailored to each program
· Any forms that the referee needs to complete, with the student section completed

· Stamped envelopes with the complete addresses for each school to which you are applying

· Application deadline date for each program

· Have everything neatly organized in a folder with each schools information clipped together
Follow up
The individuals writing your letters of recommendation want to know the outcome. Notify them of your acceptances. In addition, writing a letter of recommendation is time consuming and takes much effort on the part of the referee.  Take the time to write a short note to express your appreciation.
Credential File
If the graduate school requests paper copies of your letters of recommendation, the Career Development office will hold your letters in your credential file.  You must establish your credential file in the ELC. To establish your file, you must stop by our office for the Credentials Release Form or go to http://www.randolphcollege.edu/x13836.xml.  The purpose of this form is to either retain or waive your rights to see recommendations. Remember when deciding to retain (have an open file) or waive (have a confidential file) your rights, that confidential letters are seen by a school as a more honest description of the candidate.  Moreover, some faculty requires that their letters be confidential. This form is required due to the Family Education Rights and Privacy Act of 1974. After you have completed the form, we will give you a Request for Letter of Recommendation form or you can visit the above website for the form.  Complete the top of this and give it, along with all your materials, to the referee. At the time you are ready to have your letters sent, email or come by the ELC to notify us of the colleges where you want your file sent.  
More and more schools require a letter to be submitted electronically. Make sure you know how the graduate school wants letters submitted.
For more information concerning your credential file, contact us at 947-8116, or come to the ELC in West Hall.
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