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Requested by
students trying to
gain acceptance in
a variety of
scenarios.

Similar to previous,
but specifically
used to help the
applicant acquiring
a certain job.

Not written by
academic or
employment
superiors, and less
formal compared
to the other two.
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What to Include in Your Letter
A personal reference letter should provide information on who
you are, your connection with the person you are
recommending, why they are qualified, and the specific
skills they have that you are endorsing. It should also include
specific examples of times they demonstrated these skills.
Review this template for ideas and suggestions on what to write
and how to provide a compelling reference:
Salutation
When writing a character reference letter, include a salutation
(Dear Dr. Jones, Dear Ms. Matthews, etc.). If you are writing
a general letter, say "To Whom it May Concern" or don't include
a salutation and start with the first paragraph of the letter.
Paragraph 1
The first paragraph of the character reference letter explains
how you know the person you are recommending and why you
are qualified to write a recommendation letter to recommend
employment, college, or graduate school. With a personal
letter, you are writing a recommendation letter because you
know the person and their character, rather than because you
have direct experience with their work or education.
Paragraph 2
The second paragraph of a reference letter contains specific
information on the person you are writing about, including why
they are qualified, what they can contribute, and why you are
providing a reference letter. Use specific examples of times the
employer demonstrated these skills or qualities. If necessary,
use more than one paragraph to provide details.
Summary
This section of the reference letter contains a brief summary of
why you are recommending the person. State that you "highly
recommend" the person or you "recommend without
reservation" or something similar.
Conclusion
The concluding paragraph of a reference letter contains an offer
to provide more information. Include a phone number and/or
email address within the paragraph and include the phone
number and email address in the return address section of your
letter, or in your email signature.
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