writing my own letter of recommendation

writing my own letter of recommendation can be an unexpected but sometimes necessary task
in academic or professional settings. Whether requested by an employer, professor, or application
committee, crafting a self-written recommendation letter requires a strategic approach to present
oneself in the best light while maintaining credibility. This process involves understanding the
components of a strong recommendation, highlighting relevant skills and achievements, and
adopting the right tone and format. Mastering these elements helps ensure the letter serves its
purpose effectively without appearing boastful or insincere. This article explores the essential steps,
tips, and best practices for writing my own letter of recommendation, providing a comprehensive
guide for those who find themselves facing this unique challenge.

e Understanding When and Why to Write Your Own Letter of Recommendation
e Key Components of an Effective Self-Written Recommendation Letter

e Step-by-Step Guide to Writing My Own Letter of Recommendation

e Common Mistakes to Avoid When Writing Your Own Letter

e Tips for Enhancing Credibility and Professionalism

Understanding When and Why to Write Your Own
Letter of Recommendation

Knowing the appropriate circumstances for writing my own letter of recommendation is crucial to
ensure the letter is well-received and effective. Typically, recommendation letters are written by
supervisors, professors, or professional contacts who can objectively attest to an individual’s
qualifications. However, there are instances where the requester may be asked to draft the letter
themselves. This occurs often when the recommender has limited time or is unfamiliar with formal
letter writing.

Situations That May Require Writing Your Own Letter

Situations prompting individuals to write their own recommendation letters include:

e Requests from busy supervisors who prefer to review and sign a pre-written draft

¢ Applications involving multiple recommendations where the referee has minimal knowledge of
the applicant’s achievements

e Academic or job applications where individuals have limited professional references



¢ Self-nomination for awards or competitions requiring submission of a recommendation letter

Importance of Transparency and Consent

Even when writing my own letter of recommendation, it is essential to maintain transparency with
the person endorsing the letter. Consent and approval must be obtained before submitting the draft.
This ensures authenticity and adherence to ethical standards, enhancing the letter’s credibility with
admissions committees or employers.

Key Components of an Effective Self-Written
Recommendation Letter

Crafting a compelling letter involves including several key components that demonstrate
qualifications, character, and fit for the opportunity. Writing my own letter of recommendation
requires careful attention to structure, content, and tone.

Introduction and Relationship Context

The letter should begin with an introduction that clearly states the relationship between the
recommender and the applicant. This section establishes the recommender’s credibility and explains
how they know the applicant, whether as a manager, professor, or mentor.

Highlighting Skills and Achievements

Following the introduction, the letter should focus on specific skills, accomplishments, and
characteristics that make the applicant a strong candidate. Emphasizing measurable outcomes,
leadership qualities, and relevant experiences strengthens the recommendation.

Personal Attributes and Character

Including observations about the applicant’s work ethic, interpersonal skills, and integrity adds a
personal dimension to the letter. These insights help paint a comprehensive picture beyond
professional achievements.

Clear Endorsement and Contact Information

The conclusion must offer a clear, confident endorsement of the applicant’s candidacy. It should also
provide contact details for further inquiries, reinforcing the letter’s authenticity.



Step-by-Step Guide to Writing My Own Letter of
Recommendation

Writing my own letter of recommendation involves a systematic process to ensure clarity,
professionalism, and effectiveness. The following steps provide a framework for drafting a high-
quality recommendation letter.

Step 1: Gather Relevant Information

Collect all necessary background details, including the purpose of the letter, the recipient’s
requirements, and the applicant’s achievements. Having comprehensive information enables precise
and targeted content.

Step 2: Choose an Appropriate Tone and Format

The letter should maintain a formal tone, using professional language consistent with standard
recommendation formats. It must be concise but detailed enough to convey key points.

Step 3: Draft the Letter Content

Begin with the introduction, followed by detailed paragraphs addressing skills, accomplishments,
and character traits. Use specific examples and quantify achievements when possible to add
credibility.

Step 4: Review and Revise

Carefully proofread the letter for grammar, spelling, and tone. Revising the draft ensures clarity and
professionalism. It may be helpful to seek feedback from a trusted colleague or mentor.

Step 5: Obtain Approval from the Recommender

Before submission, present the draft to the individual who will sign the letter. Their approval and
signature are vital for authenticity and ethical compliance.

Step 6: Submit the Letter According to Instructions

Follow application guidelines regarding submission format, deadlines, and any additional
documentation. Proper adherence to instructions reflects professionalism.



Common Mistakes to Avoid When Writing Your Own
Letter

Awareness of frequent pitfalls helps improve the quality and impact of a self-written
recommendation letter. Avoiding these errors is essential for maintaining credibility and
effectiveness.

Overusing Superlatives and Exaggeration

Excessive praise without substantiation can undermine the letter’s trustworthiness. The letter
should balance positive language with concrete examples.

Lack of Specificity

Vague statements about abilities or achievements weaken the letter. Specific details and measurable
results make the recommendation more convincing.

Ignoring the Recipient’s Requirements

Failing to address the criteria outlined by the application or employer may lead to rejection.
Customize the letter to align with stated expectations.

Poor Formatting and Grammar

Errors in spelling, punctuation, or letter structure reflect poorly on the applicant. Attention to detail
is critical.

Tips for Enhancing Credibility and Professionalism

Incorporating best practices can elevate the overall quality of writing my own letter of
recommendation, ensuring it is both persuasive and authentic.

Use a Professional Letterhead and Signature

Including official letterhead and a handwritten or digital signature of the recommender adds
legitimacy.

Incorporate Quantifiable Achievements

Numbers and statistics provide objective evidence of the applicant’s impact and competence.



Maintain an Objective and Balanced Tone

Strive for a tone that is confident yet measured, avoiding overly emotional or biased language.

Highlight Relevant Experiences Tailored to the Opportunity

Focus on qualifications and skills that directly relate to the position or program being applied for to
maximize relevance.

Proofread Multiple Times

Multiple rounds of editing reduce errors and improve flow, enhancing the letter’s professionalism.

Frequently Asked Questions

What is a letter of recommendation?

A letter of recommendation is a written endorsement from someone who can vouch for your skills,
character, and accomplishments, often used for job applications, academic admissions, or
professional opportunities.

Is it acceptable to write my own letter of recommendation?

While it's uncommon, some institutions allow you to draft your own letter of recommendation for a
recommender to review and sign. Always check the guidelines and ensure honesty and accuracy.

How do I start writing my own letter of recommendation?

Begin by addressing the letter to the appropriate recipient, introducing the recommender and their
relationship to you, followed by highlighting your skills, achievements, and qualities relevant to the
opportunity.

What key elements should be included in a self-written letter
of recommendation?

Include an introduction of the recommender, your relationship, specific examples of your skills and
accomplishments, personal qualities, and a strong endorsement of your suitability for the position or
program.

How can I make my self-written letter of recommendation
sound genuine?

Use a professional and sincere tone, provide specific examples and anecdotes, avoid exaggerations,
and tailor the content to reflect the recommender's perspective and voice.



Should I ask for permission before writing my own letter of
recommendation?

Yes, always discuss with your recommender before drafting the letter to ensure they are comfortable
with the process and agree with the content you plan to include.

How long should my self-written letter of recommendation be?

Typically, a letter of recommendation should be one page long, concise yet detailed enough to
effectively highlight your qualifications and character.

Can I use templates to write my own letter of
recommendation?

Yes, using templates can help structure your letter and ensure you include all necessary
components. However, personalize the content to accurately reflect your experiences and the
recommender's voice.

What tone is appropriate for a letter of recommendation I
write myself?

Maintain a professional, positive, and respectful tone, emphasizing your strengths without sounding
boastful or insincere.

How do I ensure my self-written letter of recommendation is
credible?

Have the recommender review and approve the letter, include specific and verifiable achievements,
avoid exaggerations, and tailor the content to the opportunity to maintain credibility.

Additional Resources

1. Writing Effective Letters of Recommendation: A Step-by-Step Guide

This book offers a comprehensive approach to crafting personalized and impactful letters of
recommendation. It breaks down the writing process into manageable steps, helping readers
highlight key qualities and achievements. With practical tips and sample letters, it is ideal for
educators, employers, and professionals.

2. The Art of the Recommendation Letter: How to Support Others with Confidence

Focused on the nuances of tone and style, this book teaches readers how to create sincere and
persuasive recommendation letters. It explores different contexts, from academic to professional,
and provides strategies for tailoring content to various audiences. Readers also learn how to balance
honesty with endorsement effectively.

3. Letters That Land the Job: Writing Recommendations That Make a Difference
Aimed at helping writers produce strong letters that boost job candidates’ chances, this guide
emphasizes clarity and specificity. It includes advice on highlighting relevant skills and experiences



that resonate with employers. The book also features before-and-after examples to illustrate
improvements.

4. Recommendation Letters Made Easy: Templates and Tips for Success

Perfect for those new to writing recommendation letters, this book provides a collection of templates
and customizable examples. It simplifies the process by outlining key components to include and
common pitfalls to avoid. Readers gain confidence through clear guidelines and straightforward
advice.

5. How to Write a Killer Letter of Recommendation

This engaging book offers insider secrets to producing compelling recommendation letters that
stand out. It covers the psychology behind recommendation writing and explains how to effectively
convey enthusiasm and credibility. The author shares anecdotes and expert tips to inspire and guide
the reader.

6. Persuasive Recommendations: Crafting Letters That Open Doors

Focusing on persuasion techniques, this book teaches readers how to construct letters that
genuinely advocate for the candidate. It delves into storytelling elements and the strategic use of
language to create memorable endorsements. The book is filled with exercises to practice and refine
writing skills.

7. The Essential Guide to Academic Recommendation Letters

Designed for educators and academic professionals, this guide addresses the unique requirements of
recommendation letters in educational settings. It offers advice on emphasizing intellectual abilities,

character, and potential for success. The book also discusses ethical considerations and maintaining

professionalism.

8. Mastering the Personal Recommendation: Writing Letters with Impact

This book focuses on personal recommendation letters, highlighting how to convey genuine support
and character insights. It helps writers strike the right balance between formality and warmth.
Readers learn to customize letters for different relationships, such as mentors, colleagues, or
community leaders.

9. From Blank Page to Strong Recommendation: A Writer’s Workbook

A practical workbook designed to guide writers through brainstorming, drafting, and revising
recommendation letters. It includes prompts, checklists, and sample critiques to enhance writing
quality. This interactive format encourages thoughtful reflection and continuous improvement.
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