Letter of Recommendation Tips for TU FACULTY

Please use the link provided in the email request to log-on. Click on the References and Reviewers tab and log-in using
your TU credentials.

Opportunities

G You need to sign in or sign up before continuing.

Applicants and Administrators Feferences and Reviewers

YWelcome backl In order to access your account to serve as a reference or reviewer,
please sign in using your email address and the password you set when you created
your account. If you need to recover your password, please click on trouble signing_in

Click on Begin to upload your letter of recommendation. Please note that there may be more than one student listed.

Reference Requests v your email address

Requested By Status Requested On Action

General Reference Questionnaire

Doc Tiger Smith Mot Started July 21, 2022

Click Add a New File to upload your letter of recommendation. Please click the Submit button after your file has been
uploaded.

Reference: Requests v your email address

Please ugload a letter of recommendation for this student.

Add a New File

Save




The specifications for file uploads are:
e upto10MB in size
e the file name will only accept the following characters (no periods):

o a-Zz
o A-Z
o 09
o _

o -

e the file name cannot be longer than 512 characters
Google docs are not accepted.

What to include in your letter of recommendation

Your experience with each student that asks you for a recommendation is likely unique.
Below are some ideas to include in your letter of recommendation:
e Anintroduction that identifies who you are, your relationship to the student, and how long you have known
them
e Your general observations and thoughts about the student’s academic strengths, personal qualities, and
readiness for college (for freshman students)
e Specific examples that support those observations and thoughts
e A closing that says you are open to being contacted for more information if needed

As an author, make sure you mention the following information:
e The date of writing
e Fullname
e Title
e Institution name
e  Official address
e City, state, and zip code
e Contact information



