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When writing a letter:
1. Focus your comments directly on the requirements of the position/award/etc.
2. Use the language of the position/award.
3. Make sure your are not referring to historically under-represented group members’
personality (e.g., “xxx is warm”) or their work ethic (e.g. “xxx is hard-working),
rather than their qualifications for the position (e.g., leadership skills, intelligence).
4. If you find you are writing a positive letter and then write “but I wonder about
xxxx”. This is a warning sign that you are veering away from the facts and data
about their skill set relevant to the job.
5. Ask the person asking you to write a letter for you to provide a draft of the letter they
would like you to write or talking points. A CV or resume’ is not enough
information.
6. Review the citations below.
When asking someone to write a letter for you:
1. Draft a letter for your letter-writers that follows the advice above. At a minimum,
provide them with “talking points”.
2. Review the citations below.
When you serve on a committee:
1. If you have direct knowledge of the letter-writer’s tendency to “over-rate” or “underrate” applicants, you might point that out to the committee.
2. If there is a gap in an applicant’s record, discourage the committee from making
assumptions about the reason for that gap. Only data- from letter-writers or the
applicant- should be used to make sense of gaps.
3. In general, if you find the committee speculating, remind the committee (and
yourself) to refrain from uninformed speculation. Focus on the data.
4. Review the citations below.
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