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Dear Recommendation Writer, 

 

Thank you for agreeing to write a letter of recommendation in support of a student’s candidacy for admission to college. Your 

insight and perspective is important and valuable in this process, and we are appreciative of your time in crafting your letter. 

 

We wanted to be in touch to provide some additional information with the hope of addressing any potential questions you might 

have about the purpose of your letter and how best to craft your comments. First, it is important to note that in addition to the 

letter you are writing, the student’s application will also include two letters of recommendation from teachers here at Western 

Reserve Academy as well as one letter of recommendation from their college counselor. These three letters are ultimately meant 

to provide the colleges insight regarding the student’s strengths both inside and outside of the classroom and comment on their 

overall contributions to the school community. Your letter, on the other hand, is meant to provide colleges with a sense for what 

the student has pursued and accomplished outside of Western Reserve Academy with you. We hope that by agreeing to write on 

the student’s behalf, you will provide candid and supportive statements that will ultimately help bolster the student’s application 

and strengthen their candidacy for admission. 

 

The feedback we have received from our college admission colleagues indicates that what ultimately makes for the strongest 

letters of recommendation are those that include anecdotes and substantive information that shows, rather than merely tells, 

what the student has accomplished. Additionally, keeping the letter focused and highly personal in nature is extremely valuable 

to the colleges. We encourage all recommendation writers to follow a three-part recommendation format when writing their 

letters. This format is as follows: 

In equal parts… 

1. Introduction: how you know this student, what he/she accomplished under your supervision or observation, 

and when. 

2. 1-3 specific anecdotes with commentary that illustrate this student’s performance that, ideally, also speak to 

some broader context: their intended major, career aspirations, overarching qualities or characteristics. 

3. Conclusion: “I would be remiss not also to add…” (what other characteristics, traits, attributes can you 

comment on?)   

If at all possible, this letter should be kept to a single page, and, if you are able, put it on your company’s or organization’s 

letterhead. Please also include your full name and title as well as the best way to reach you should a college be so inclined. 

Finally, once you have written this letter, please either mail a hard copy to the address below or scan and email a copy to us at 

collegecounseling@wra.net. We will upload the document and submit it digitally with all applications, thereby saving you that 

work.  

We hope this information is useful to you as you undertake the letter writing process. Certainly, if you have any questions or 

wish to speak to the student’s college counselor directly, please do not hesitate to be in touch. Our office is always willing and 

available to be of as much help as possible. 

Again, thank you for agreeing to write on the student’s behalf. 

Sincerely, 

 

Jeffrey R. Neill, Director of College Counseling 
 

Anna Barlow, Associate Director of College Counseling 
 

Kelly Hedgspeth, Assistant Director of College Counseling 
 

Betsy Barry, Office Manager 
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