Letter of Recommendation Guidelines

Potential EEOP Interns:

The EEOP staff will be reviewing your recommend letters and passing them along to the intern host site.  The intern host site will be using the letters to help them make their final selection.  You can address the letters to 
Mansel A Nelson

ITEP-EEOP

PO Box 5768

Northern Arizona University

Flagstaff, AZ 86011

There is no particular format for the letter of recommend, but you can get better letters of recommendation by helping the person writing the recommend.  You should give the person that is writing the recommendation letter the following information:

· Updated resume.
· Date you first met the person writing the recommend letter.

· Information from the program requesting the recommend letter, including the website URL and deadlines.  (For EEOP that would be www.nau.edu/eeop.)
· Information on what to do with the recommendation letter, such as: mail to the program contact, or return the letter to the student.  (For EEOP either is fine.)
· Information on any special projects you have completed in the past related to the program of interest.
· A statement on why you are applying for the particular program.
· Give the person writing the recommendation as much advance notice as possible.

Writing a Letter of Recommendation

The people you are asking for a letter of recommendation have probably written lots of recommend letters, but if you want to be helpful, you could pass along the following advice for writing a letter of recommendation.
Here are some things to remember about what to write and how to structure a good letter of recommendation.

· Keep the letter to one page.

· In the first paragraph specify in what capacity you are writing this recommendation.  Be sure to mention the full name of the person you are writing about.
· In the second paragraph give detailed description of the person/employee and evaluate his/her achievements and performances. Also describe individual strengths (and/or weaknesses). 

· In third and last paragraph, sum up what you have said in second paragraph and make broad characterization of the person. Like whether the person is responsible in nature or not, is polite or not, enthusiastic or not. 
