memorandum

to:
Dr. Rebecca m. Brannon
from:
[Type your name here]
subject:
Request for letter of reference
date:
1/18/2011
cc:
[Enter name or delete THIS LINE  IF YOU DON’T NEED  ANY COPIES  OF THIS MEMO TO GO TO ANYONE ELSE]
THIS IS AN OUTLINE FOR A MEMORANDUM REQUESTING A LETTER OF REFERENCE.  ANYTHING WRITTEN IN BLUE BOLD (LIKE THIS PARAGRAPH ITSELF) IS AN INSTRUCTION THAT SHOULD BE REMOVED IN THE FINAL VERSION GIVEN TO DR. BRANNON. THE PARTS WRITTEN IN BLACK ARE MERELY SUGGESTIONS FOR WORDING, SO FEEL FREE TO EDIT TO BEST SUIT YOUR OWN TASTE AND NEEDS.
Dr. Brannon, this memo is a formal request for a letter of reference (LOR) from you. This request is being made at least two weeks in advance of when the LOR is needed and has been hand delivered to you, as well as sent by email.  I hope to use this LOR to [State your purpose such as apply for employment at XYZ corporation, apply for graduate school at XYZ university, etc.]. 
Attachment #1 of this memo contains a draft LOR that can serve as a starting point that you may enhance, edit, contradict, or completely discard as you see fit. I am providing this draft LOR to save you time and to remind you of my strengths that I would particularly appreciate being mentioned in a LOR. If you disagree with any of the statements made in the draft LOR, you have my permission to contradict them.  The attached draft LOR includes the following information: 
· Name and address of the recipient.

· Salutation to be used for recipient [e.g., “Dear Ms. Smith” or “To Whom It May Concern”)]

· The reason for writing the LOR. 

· How long Dr. Brannon has known me.

· The circumstances under which Dr. Brannon first met me.

· The extent to which Dr. Brannon can speak knowledgeably about me.

· Things about me that are deserving of praise from Dr. Brannon.

· My best estimate of how I compare to other students that Dr. Brannon has worked with.
Attachment #2 contains evidence of the truth of statements that I have made in the draft LOR. Specifically, this attachment contains ...[PROVIDE evidence as appropriate. You might, for example, provide a  copy of an exam from Brannon’s XYZ class where you performed exceptionally well, or you might include  a copy of a document or software that you wrote for or with Brannon, or you could include an email sent from Dr. Brannon to you in which Dr. Brannon praised your work, etc.]
Attachment #3  is my current resume or CV.

Attachment #4  is an unofficial copy of my transcripts, with the courses that were taught by you, Dr. Brannon, highlighted [if any].
Attachment #5  is a copy of the [job announcement, admissions criteria, …] for the position that I am seeking so that you can customize your LOR to specifically emphasize points that appear to be of interest to them.

[delete one of the following (or edit to indicate in some other way whether or not the LOR will be or could be seen by you)]
 I will have access to your LOR after you have written it. Therefore, since this LOR is not privileged information, you may return it directly to me and I will distribute it as needed.  
 This LOR will not be made available to me, so please send it directly to the recipient no later than [date]. I waive all rights to ever view your final LOR in any form (copy or original, printed or electronic), not even in the event of a dispute. Moreover, if I ever obtain a copy of your LOR, I will destroy it immediately.
I affirm that neither I nor any agent acting on my behalf will hold you or your employer, current or past, accountable for any statements, true or false, that you make in the final LOR. Nor will you be held responsible for any collateral damage associated with your LOR. Please call my cell phone (801-555-1234) to let me know whether or not you are able and willing to provide the requested LOR within the requested time frame.
Thank you in advance,

_________________________________


Name (printed)

_________________________________
___________________

Signature




Date
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Here is a photo of me in case you only remember me by appearance:
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