
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to request a letter of recommendation as I apply 

for the Academic Administrative position at [Institution/Organization Name]. Given our 

experiences working together at [Previous Institution/Organization or Context], I believe you can 

provide valuable insight into my strengths and qualifications for this role. 

 

In my time as [Your Position] at [Your Institution], I have had the opportunity to [briefly 

describe relevant experiences, achievements, or projects]. I am particularly excited about the 

chance to [mention specifics about the position you are applying for], and I feel that your 

perspective on my abilities would provide a strong endorsement for my application. 

 

If you are willing, I would be happy to provide any additional information or materials that may 

assist you in writing the letter. The deadline for submission is [insert deadline], and it can be 

submitted via [insert submission method, e.g., email, online portal]. 

 

Thank you very much for considering my request. Your support means a great deal to me, and I 

appreciate your time and assistance. 

 

Sincerely, 

[Your Name] 



[Your Current Position] 

[Your Contact Information] 


