A Sample Request for a Letter from Former Students

In Support of the Nomination of an Instructor for a Teaching Award

Inside Address

Dear_________:
The Department of ______________ is considering the nomination of ____________ for one of the College Awards made annually by the College of Education.
The nomination and selection of an instructor for a college teaching award relies heavily on students’ assessment of the instructor’s effectiveness and impact.  As a former student of ____________, you have been suggested as an individual who would be able to write an evaluative letter in support of (his/her) nomination.  We would be most appreciative if you would be willing to do so.  Your letter would become part of the nominating materials that we would submit to review committees.

Letters from students that include an evaluation of the general characteristics of the instructor’s abilities are particularly useful in the nomination and selection process.  Because the teaching awards are highly competitive, we would appreciate your specific comments on those attributes of ______ which you found exceptional and which distinguish (him/her) from other talented teachers.

Specific evidence of the caliber of the instructor’s teaching should be described in your letter.  One sort of useful evidence consists of descriptions of memorable moments of learning that you have experienced in study with the instructor.  The committee is also quite interested in things you have accomplished because you studied with the instructor or because you followed the instructor’s example.

We would appreciate receiving your letter by ________.  If you are unable to meet this deadline, please contact us as soon as possible.  In either case, thank you for your generosity in contributing to this valuable endeavor.

Sincerely,

Name

Title

