
In your academic and professional career ,  you may be asked to provide letters of  

recommendation for  various reasons.  A committee is  usually assigned to review 

applicat ions for  an internship,  employment or  graduate school .  Often,  these recommendations 

play a crucial  role in decisions regarding applicat ions.  Even i f  you aren't  currently applying,  

i t 's  always great to have letters prepared ahead of  t ime,  especial ly while you have t ime to 

attend off ice hours before you graduate!  Here are some helpful  t ips!    

 

You want to make sure your referee knows you and your academic/professional abi l i t ies well ,  

so choose someone you have a personal relat ionship with.  Start  early!  Vis it  off ice hours ,  ask 

about internships or  research opportunit ies you can get involved in .  

 

You want to make sure this  person is  going to write you a posit ive letter .  Be sure to ask i f  

they feel  confident in writ ing a strong letter .  I f  you didn't  do well  in a course,  or  this  person 

doesn't  feel  they can write a strong letter ,  they wil l  urge you to look elsewhere.  Give 

yourself  enough t ime for  this  possibi l i ty  and to ask others .    

 

Before you ask:  There are a few documents you should have prepared.  Be sure to present 

the referees with your resume, your most recent transcript  (unoff ic ial  is  ok) ,  along with any 

work you may have completed in that course or posit ion.  I f  you are applying to graduate 

schools ,  please also include a table with the programs in which you are applying and 

deadlines for  those applicat ions.    

 

Referees take t ime to personalize these letters and they are busy people!  So be sure to ask 

with ample amount of  t ime,  most Referees expect a minimum of  four weeks notice ,  this  

includes giving them all  your documents!  

 

Actually  asking:  Vis i t  during off ice hours ,  feel  f ree to send an email  beforehand so they know 

to expect you.  Come with al l  the documents prepared,  preferably in a folder ,  ready to hand 

over .  Greet them! Remind them of your relat ionship,  the effect  the class had on your ,  the 

ski l ls  you gained through the internship,  or  even your interest  in their  research.  Let them 

know you're beginning your search for  graduate school ,  or  law school ,  or  job,  whatever the 

case may be.  You may want to include that you bel ieve,  due to your relat ionship,  that they 

can art iculate your strengths throughout the applicat ion process .  

For questions,  please contact the Sociology Advising Off ice 
socy@ucsc.edu   •    sociology.ucsc .edu • 831 459 4888 
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