Sample Letter to be Sent Requesting a Recommendation

Street Address of Applicant

City, State (ZIP) of Applicant

Current Date
Name of Person & Title

Street Address

City, State (ZIP)

Dear ______________

I am applying for a Delta Kappa Gamma Society International, Phi State (Kansas) Scholarship to complete my master’s degree (specialist degree, doctoral degree, or pursuing post-doctoral study) in _______ at __________. My expected completion date is ______________.

The Delta Kappa Gamma Society International promotes personal and professional growth of women educators and excellence in education with headquarters in Austin, Texas. Would you consider writing a letter of recommendation for the scholarship that Kansas has available as ______ chapter president (or immediate supervisor, colleague, major professor, character reference)?
The letter of recommendation should include the following if appropriate for you: successful endeavors, contributions to the educational profession, ability to work with others, potential for professional growth, and leadership in education and in The Delta Kappa Gamma Society International.

The deadline is January 1, (appropriate year) for recommendations. The recommendation should be sent directly to the Scholarships Chairman, Joan Corwin, 505 Sunset Dr., Salina, KS 67401. An addressed and stamped envelope is enclosed for your convenience in sending the recommendation to the Scholarships Chairman.

I would also ask that you sign and date the enclosed self-addressed, stamped postcard at the same time that you mail the recommendation to the Scholarships Chairman. This will enable me to know that the recommendation has been sent.

Thank you for your time and help to obtain a scholarship to complete my degree.

Sincerely

Your Signature

Your name
