To:
Students Seeking Letters of Recommendation
From:
Dr. Mary Grace Neville

Date:
July 2006 

Re:
How to obtain a letter of recommendation from Dr. Neville

Step 1:  Evaluate whether or not you qualify.
My criteria are:

a. Either:  You have completed at least one of my upper level courses, 

Or:  You completed at least one semester of Foundations of Business with me and you are currently enrolled in one of my upper level courses.

b. You earned a B+ or above in all of my courses.

c. You have at least a 3.0 GPA overall.

d. You and I have had at least some contact outside of class.  For example, I could be your advisor, you could be a member or officer of a club that I am involved with, you could have worked with me on a research project, or you could have attended a meeting or conference with me.

Step 2:  Will I write you a recommendation letter?
Schedule a meeting with me (during or outside office hours) to talk about the recommendation letter well in advance of when you need the letter.  

Ask me if I have the time to write the letter and if I would feel comfortable writing a supportive and positive recommendation letter for you.  Even though you write the initial recommendation letter, it must be honest and factual.  When approached to write a recommendation, I have to ask myself if I honestly know you well enough.

Just because you meet the minimum criteria described in Step 1 does not mean that I know you well enough to support your application for graduate school, for the London program, for an office, or for a job.

Provide me with useful information to encourage my decision.  Examples include:

i. What is the letter for?
ii. Why is the program to which you’re applying interesting to you?

iii. What are your grades at SU?  In my classes?

iv. What honors societies do you belong to? What positions do you hold?

v. What awards have you won?

vi. What activities do you participate in?  Any offices held?

vii. How have you demonstrated leadership (beyond offices held)?

viii. What work experiences have you had?  Service experiences?

Step 3:  You manage the process.

a. Write a recommendation letter for yourself as if I wrote it.  Be as specific as possible.  Use supporting examples.  I might remember that you were “a hard worker” but may have forgotten that you set up a class mailing list or a web site for the course on your own.  I may remember that you are “extremely bright” but may have forgotten that you tutored some of your fellow students in class as well.  Therefore, you initially write your own recommendation.  The better you write the initial draft, the better the final letter will be.   
b. Include the following information in your recommendation letter:
i. How long I have known you and in what capacity.

ii. When and what classes you took from me and the grade you received in each.

iii. How I have observed you out of class.

iv. Characteristics that set you apart from others.  For example, you might consider including characteristics such as: 

ability to analyze problems and formulate solutions

ability to complete projects and meet deadlines

analytical ability

creativity and imagination

dependability

independence

initiative

integrity

intellectual potential

interpersonal skills/teamwork

leadership potential

maturity/self-confidence

motivation

oral communication skills

perseverance

potential for career advancement

willingness to accept responsibility

written communication skills

v. Areas in which you could improve (don’t be too negative, but by identifying a weakness, the recommendation letter becomes more credible).
vi. The projects or papers I have seen of yours that demonstrate your creativity, intelligence, writing abilities, or technical skills.

vii. Pertinent information that you would like contained in the recommendation letter.

c. Send me via email your resume and your Microsoft Word recommendation letter draft (nevillem@southwestern.edu).  You need to email this packet at least one week before you need it.  Make sure that your email details when you need the letter completed and what I am to do with it once I am finished (e.g., are you going to pick it up from me? Do I send it to the college or human resource manager? If so, please provide me with a pre-addressed stamped envelope).
Step 4:  Provide me with any appropriate forms on the same day that you send the resume and recommendation letter draft via email.  (Note: Make sure your letter addresses the questions asked in the application.)  Type (don’t print) your information.  Type any information pertaining to me too.  You should waive your right to read the letter of recommendation, keeping in mind that I will still give you a copy for your records.  The only thing I should need to do under my information is sign my name.

My accurate contact information includes:  

Dr. Mary Grace Neville

Assistant Professor of Business

Department of Economics and Business

Southwestern University

1001 E. University Avenue

Georgetown, TX  78627

Phone:  512-863-1786

Fax:      512-863-1535
Email:  nevillem@southwestern.edu
Step 5:  Follow-up.

Let me know when you hear from the school or job or program.  Were you accepted or offered the job?  If so, how does it fit with your plans?  If you were not accepted, what did you learn?  What steps might you take next?  

If I wrote for you, then I am interested in learning the outcomes.
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