
Letters  of  recommendations  are  a  crucial  component  in  all  fellowship  applications  that  you

apply  for.  They  provide  unique  insights  into  your  ability  and  character  that  are  not  apparent

in  other  parts  of  your  application.  They  also  allow  selection  committees  to  gain  new

perspectives  on  your  work  and  your  prospective  project.

 

In  selecting  references,  ask  those  who  know  you  the  best!  If  you  are  applying  for  a

postgraduate  degree  or  for  a  research  opportunity,  this  person  should  ideally  be  in  your  f ield,

as  they  can  serve  as  an  'expert  witness '  on  your  behalf.  Faculty  are  the  main  source  of  letters

of  recommendation,  but  some  fellowships  are  open  to  letters  from  others  who  have  gotten  to

know  you--supervisors,  volunteer  coordinators,  coaches--and  can  speak  to  your  unique

qualities.  The  rapport  you  have  with  this  person  should  be  the  priority  when  deciding  who

might  write  for  you.  Faculty  members  should  be  able  to  talk  about  your  intellectual  interests

and  academic  achievements  in  a  way  that  sets  you  apart  from  others.  They  should  know  you

well  enough  to  connect  your  application  materials  to  the  goal(s)  of  the  program.  Other  letter

writers  might  speak  to  your  leadership  qualities,  work  ethic,  community  engagement,

professional  aspirations,  or  other  attributes.

 

In  asking  for  a  letter  of  recommendation,  remember  that  the  more  information  you  can

provide  your  reference  with,  the  easier  you 're  making  their  task  of  writing  you  the  strongest

letter  possible.  Use  the  attached  guide  as  a  reference  for  soliciting  letters  of  recommendation

for  a  fellowship  opportunity,  along  with  suggested  materials  that  you  should  provide  your

reference  in  order  to  help  them  in  writing  a  dynamic  letter  on  your  behalf.  

 

And,  of  course,  should  you  have  any  questions  -  whether  about  who  to  ask,  how  to  ask,  or

how  to  best  support  your  references  along  the  way,  please  do  not  hesitate  to  be  in  touch  with

an  advisor  at  URF!  

Dear Fellowship Applicant: 

Sincerely,

APPLYING TO FELLOWSHIPS AT
COLUMBIA AND BEYOND
URF's Guide to securing strong letters of
recommendation

202  Ham i l t on  Ha l l

e :  ug r ad -u r f@co l umb i a . edu

w :  u r f . co l umb i a . edu

For inquiries, reach us at:

The URF Team
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REFERENCE CHECKLIST

P R I O R  T O  &  F O L L O W I N G  D E A D L I N E

4 - 6  W E E K S  P R I O R :  S C H E D U L E  A  M E E T I N G  T O  F O R M A L L Y  R E Q U E S T  T H E  L E T T E R  O R

C O M M U N I C A T E  T H E  R E Q U E S T  B Y  E - M A I L ;

1  W E E K  P R I O R :  S E N D  A  K I N D  R E M I N D E R  O F  U P C O M I N G  D E A D L I N E ;

U P O N  S U B M I S S I O N :  S E N D  A  ' T H A N K  Y O U '  N O T E ;

I M P O R T A N T  F E L L O W S H I P  D E T A I L S

Y O U R  C O N T A C T  I N F O R M A T I O N  A N D  A V A I L A B I L I T Y  F O R  T H E  C O M I N G  W E E K S ,

S H O U L D  T H E Y  H A V E  A N Y  F O L L O W - U P  Q U E S T I O N S ;

W E B S I T E  L I N K ( S )  T O  T H E  O P P O R T U N I T Y  A N D  A N Y  O T H E R  R E L E V A N T  L I N K S  ( E . G .

T H E  D E G R E E  P R O G R A M  Y O U  A R E  A P P L Y I N G  T O ,  T H E  I N T E R N S H I P  Y O U  H O P E  T O

T A K E  O N ,  Y O U R  O N L I N E  A R T  P O R T F O L I O ,  E T C . ) ;  

D R A F T ( S )  O F  A P P L I C A T I O N  M A T E R I A L S  ( E V E N  I F  A  F I R S T ,  R O U G H  D R A F T  -  Y O U

C A N  A L W A Y S  P O L I T E L Y  A S K  F O R  F E E D B A C K ! ) ;

A D D I T I O N A L  M A T E R I A L S  Y O U  S H O U L D

P R O V I D E  Y O U R  R E F E R E N C E  W I T H

A N  U P D A T E D  R E S U M E  O R  C . V . ;

R E C E N T  C U  T R A N S C R I P T ,  P L U S  A N Y  O T H E R  R E L E V A N T  C O L L E G I A T E  T R A N S C R I P T S

( E . G .  S T U D Y  A B R O A D ,  T R A N S F E R ) ;

P R E V I O U S  P R O J E C T S / E S S A Y S  W R I T T E N  F O R  T H E I R  C O U R S E  ( W I T H  C O M M E N T S

A T T A C H E D  I F  P O S S I B L E ) ;

P R I O R  T O  A S K I N G  F O R  A  L E T T E R ,  M E E T  W I T H  Y O U R  P O T E N T I A L  R E F E R E N C E  F O R

A D V I S I N G ,  F E E D B A C K ,  S U G G E S T I O N S ,  P O T E N T I A L  C O N T A C T S ,  T H O U G H T S  O N  T H E

P R O G R A M / U N I V E R S I T Y / R E S E A R C H  T O  W H I C H  Y O U  A R E  A P P L Y I N G ;  

F O L L O W  U P  L A T E R  T O  N O T I F Y  T H E M  O F  T H E  O U T C O M E .

W R I T T E N  I N S T R U C T I O N S  F O R  S U B M I T T I N G  T H E  L E T T E R  O F  R E F E R E N C E ;

W R I T T E N  O R  E - M A I L E D  I N F O R M A T I O N  A B O U T  W H Y  Y O U  A R E  A P P L Y I N G  T O  T H I S

O P P O R T U N I T Y ,  W H Y  Y O U ' V E  A S K E D  T H I S  P E R S O N  S P E C I F I C A L L Y  T O  W R I T E  A

L E T T E R ,  A N D  I D E A S  F O R  H O W  T H E Y  M I G H T  S P E A K  T O  Y O U R  C A N D I D A C Y  ( S E E  T H E

B E L O W  Q U E S T I O N S  A N D  D E V E L O P  A  C O M M U N I C A T I O N  T H A T  Y O U  C A N  S E N D  T O

Y O U R  L E T T E R  W R I T E R  B A S E D  O N  Y O U R  A N S W E R S  T O  T H E S E  Q U E S T I O N S ) .  

F A C U L T Y  R E S O U R C E  S H E E T  ( A  L E T T E R  W E  H A V E  D E V E L O P E D  F O R  Y O U ,  T H A T

E X P L A I N S  T O  Y O U R  L E T T E R  W R I T E R  W H A T  T H E  S E L E C T I O N  C O M M I T T E E  I S

L O O K I N G  F O R  I N  T H E  L E T T E R  O F  R E C O M M E N D A T I O N .  Y O U  C A N  F I N D  T H E S E  O N

O U R  W E B S I T E ,  O R  W I T H I N  T H E  C O L U M B I A  A P P L I C A T I O N  P O R T A L ) )



FELLOWSHIP REFERENCE
WORKSHEET 

WR I T E  A  2 0 0 - WORD  ( M IN IMUM )  R E S PON S E  T O  T H E

FO L L OW I NG  P ROMP T S :  

Wh y  I  am  a s k i n g  y o u ,  s p e c i f i c a l l y ,  t o  s u p p o r t  my  c a n d i d a c y ?

F E L L O W S H I P  A P P L Y I N G

F O R

N A M E

F E L L O W S H I P  W E B S I T E D E A D L I N E

Why  I  am  applying  to  this  fel lowship?



How  do  my  core  values ,  bel iefs ,  ideals ,  goals  al ign  with  those  this

fel lowship  seeks  to  promote?

2 -3  abi l i t ies ,  ski l ls ,  character  traits  that  I  wil l  bring  to  this  fel lowship

(and  why  each  wil l  help  me  be  successful  in  this  role ) :  

2 -3  activ it ies  that  I  part ic ipate  in  or  experiences  I 've  had ,  which  wil l  help

me  be  successful  in  this  role  (and  why  each  wil l  lend  to  my  sucess ) :  

How  d o e s  t h i s  o p p o r t u n i t y  r e l a t e  t o  my  s h o r t -  a n d  l o n g e r -

t e rm  a c a d em i c  a n d / o r  p r o f e s s i o n a l  g o a l s ?

Ad d i t i o n a l  i n f o rm a t i o n ,  wh i c h  m i g h t  b e  h e l p f u l  t o  k n ow  a b o u t

m e ,  my  p u r s u i t  o f  t h i s  o p p o r t u n i t y ,  a n d / o r  t h i s  f e l l o w s h i p :  


