
How to Ask for a Letter of Recommendation for Grad 
School | Guide 

 

SAMPLE 1 

 

To: BCopeland@swansoncollege.edu 

Subject: Letter of Recommendation Request for Jill Smith 

Dear Professor Copeland, 

I am emailing to request a letter of recommendation for Triton University’s MFA in Visual Arts 
program for the fall of 2019. I was fortunate enough to take two classes with you—Advanced 

Color Theory and Contemporary Techniques of Painting—and you mentored me for my final art 

project. I am excited to build my portfolio and refine my artistic techniques while I earn my 

MFA in Visual Arts. 

After researching many MFA programs, I chose TU because of the school’s philosophy of 
thinking creatively and challenging the status quo. I remember you encouraged us to always 

challenge the rules in your classes, and I believe this graduate program will make a great fit for 

me after taking your influential courses. 

You were the first teacher to help me explore surrealism and abstract compositions. You saw 

how my work evolved after I found a new art form to pursue. If it weren’t for your 
encouragement, I would have never entered the Drip 34 painting competition. Because of your 

encouragement, I placed third in the competition. Since then, I have created a diverse portfolio 

and grown in confidence. I’m hoping to one day teach other young people how to think 
creatively and produce inspiring works of visual art. 

The recommendation letter should be mailed directly to Triton University’s MFA program and 
postmarked no later than Nov. 15, 2019. If you accept my request, I will send you the mailing 

information along with a stamped and addressed envelope. 

I have attached samples of my portfolio and academic transcripts and a list of competitions I’ve 
entered, including how I placed in them. 

I know you are busy, so I appreciate your time and effort if you decide to write this letter for me. 

Thank you for being such an inspiring professor and artist. 

Best regards, 



Jill Smith 

 
 
Sample First Ask Email: 
 
Subject: Letter of Recommendation Request for Jane Doe 

 

Dear Mr. Jones: 

 

I hope this email finds you and the team well at ABC Company. 

Your guidance and leadership have inspired me to apply to the MS in Organizational Leadership 

program at Quinnipiac University. I am looking to this program to better position myself for a 

director-level position within my company. 

 

I am writing to see if you would write a positive letter of recommendation for me since you have 

seen me manage a small team. If you can find the time, I would appreciate the opportunity to 

have a brief conversation with you about what the school is looking for in this letter. 

 

If your schedule won’t allow time to write a recommendation for me, I will understand. 

 

Thank you for your time and consideration. I look forward to hearing back from you. 

 

Sincerely, 

Jane Doe 

 

SAMPLE 2 
 
Sample Follow-up Email 
 

Subject: Letter of Recommendation Request for Jane Doe 

 

Dear Mr. Jones: 

 

Thank you for meeting with me this afternoon. I am grateful that you have agreed to write a 

letter of recommendation for graduate school for me. The application deadline is December 1. 

 

I am in the process of applying to a master’s program in analytics from Quinnipiac University 
and feel the skills I will learn in this program will help me reach my goal of expanding my 

current role in the business intelligence department. 

 

The program aligns with our team goals and I will have immediate application of skills I have 

learned in the courses. You can find more information on the program here: Quinnipiac 

University. 

https://www.qu.edu/schools/business/programs/online-masters-degree/organizational-leadership/
https://www.qu.edu/schools/engineering/programs/online-masters-degree/online-ms-in-cybersecurity/
https://www.qu.edu/schools/engineering/programs/online-masters-degree/online-ms-in-cybersecurity/


If you could vouch for my successful contributions on our latest IT data integration project, I 

would be grateful. 

 

I have attached my personal statement and resume so you have additional information. 

 

You will receive an email from the university asking for your recommendation. Please feel free 

to reach out to me with any questions. 

 

Thank you for your time and consideration. 

 

Sincerely, 

Jane Doe 
 


