

[Sender Name]
[Sender Title]

	ADDRESS: [Complete Address]
	EMAIL: [Email Address]

	
	PHONE: [Home Phone]
                 [Mobile Phone]


_______________________________________________________________
		TO

[bookmark: Text10][Receiver Name]
[bookmark: Text16][Receiver Title]

[bookmark: Text11]ADDRESS: [Receiver Address]

[bookmark: Text12]EMAIL: [Email Address]

[bookmark: Text13]PHONE:  [Home Phone]




FROM

[bookmark: Text14][Sender Name]
[bookmark: Text15][Sender Title]































Sub: Graduate Recommendation Letter

Dear [NAME]
[bookmark: Text17]
[OPENING SALUTATION]

[bookmark: Text18][WRITE TWO TO THREE SENTENCES ABOUT THE PURPOSE OF THE LETTER. INCLUDE THE FIRST AND LAST NAME OF THE CANDIDATE AND THE NAME OF THE DEGREE PROGRAM WHERE THEY WANT TO ENROLL. REFERENCE YOUR RELATIONSHIP WITH THE CANDIDATE.]

[bookmark: Text19][DISCUSS THEIR QUALIFICATIONS FOR BEING A STUDENT AT THE UNIVERSITY. INCLUDE SPECIFIC EXAMPLES FROM YOUR INTERACTIONS AND OBSERVATIONS OF THEM.]

[bookmark: Text20][REPEAT YOUR RECOMMENDATION OF THE CANDIDATE AND THANK THE READER FOR THEIR TIME. ENCOURAGE THEM TO CALL OR EMAIL YOU WITH ADDITIONAL QUESTIONS.]

[bookmark: Text21][CLOSING SALUTATION]
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