
SUPPORTING MATERIALS TEMPLATE 

Personal Details: 

 Your name, year and major. Some of your academic and non-academic accomplishments. 

Relationship with recommender: 

 Let the recommender know for how long has he/she known you. 

 Mention the class(es) you have taken with him/her and the grades that you obtained. 

 If there is any distinguishing factor that might help the recommender remember you, mention it. 

 Explain why you chose him/her as your recommender. 

Documents to provide - mention if attached in email: (Make sure all documents are complete and legible) 

 Resume/CV 

 Transcript 



 Personal Statement (summarised or complete or in draft form) 

Your own contact details: 

 The letter-writer should know when and how to contact you in case of any questions 

Deadline 

(ascending) 

Univ. Name 

(Provide 

links to the 

university’s 

website) 

Program/ Degree (Brief 

description of the program 

you are applying to. In case 

of multiple programs, 

mention how each program 

is different. Also what 

makes you particularly 

qualified for the 

position/honor/award you 

are applying for) 

Who should 

the letter be 

addressed to 

(Be specific, 

address an 

individual or 

the program’s 

selection 

committee) 

Submission/ 

Address Format 

(Specify how and 

where the letter is to 

be sent. If it is to be 

posted, provide 

stamped and 

addressed envelopes 

to the letter writer. 

Provide links and 

email addresses if it 

is to be sent 

Particular aspects you wish 

your letter writer to 

highlight 

(While you obviously 

cannot ask them to say 

things about you that they 

do not agree with, most of 

them will welcome 

suggestions on what aspects 

you are particularly 

concerned about or want 



electronically ) highlighted/ addressed. Find 

out what qualities the 

program values and 

summarize. For each 

quality, briefly mention how 

you demonstrated this 

quality to the letter-writer. 

Tell about your strengths, 

weaknesses, long term 

goals. You may even 

provide additional 

comments regarding 

summer schools, interesting 

jobs, hobbies, talks, 

extracurriculars etc if it 

helps your application. 



For multiple 

recommendations, highlight 

different qualities for each 

to ensure no two 

recommendations are the 

same. 

For graduate programs: If 

you have any research 

experiences, provide 

relevant details, especially if 

you have any publications to 

your name.) 
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