REFERENCE LETTER REQUEST

If you would like a reference letter from Rich Sutton, please complete the following form and email to Bev Balaski at balaski@ualberta.ca 3 weeks prior to needing the letter.  In addition to this form, please send your current CV as an email attachment.

Please don’t send a link to a website to provide your information.  Complete the form in its entirety. Reference letters will not be written if form is incomplete.  You should be eager to provide this information.  After all, it is your reference letter. Note:  the more information you provide, the better your letter will be. 

Name

	


Purpose of the reference letter, why do you need the letter, what are you applying for?

	


What specific criteria should be included in the reference letter? What is the recipient looking for?

	


Write a 1-3 paragraph statement on your strengths, accomplishments, abilities, research you are engaged in and why they are significant to the program/position you are applying for.  This information will be included in your reference letter

	


Who should the reference letter be addressed to?

Is the letter to be mailed, emailed or returned to you in a sealed envelope? If letter is to be mailed or emailed on you behalf, please provide full details.

	


Date you require the letter?

Applicable website for more information regarding application and reference letter:

	


Remember to email a copy of your CV and any published papers in pdf along with this form.

