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LETTERS OF RECOMMENDATION – SEVEN GUIDELINES FOR THE WRITER
Career Coach and Author Ford R. Myers Offers Seven Simple Tips
to Get Better Letters of Recommendation

Haverford, PA (October 13, 2014) – Most people already know they need a list of Professional References.
But you might be asking, “Why do I need Letters of Recommendation at this point in my career?”
“The answer is simple. You don’t NEED them, but you should WANT them. Why? Because when you find
yourself in a competitive interviewing situation, letters of recommendation can really give you an edge,” says
Ford R. Myers, Career Coach, Speaker and Author of “Get The Job You Want, Even When No One’s Hiring,”
(John Wiley & Sons, www.getthejobbook.com).
Myers offers the following seven Letters of Recommendation guidelines for the writer:
1. Print the final letter on company letterhead.
2. Do not date the letter, and do not include any salutation.
3. Keep the letter fairly brief, and never more than one page.
4. The first paragraph should say something like: “I am writing to you on behalf of my former colleague,
Sally M. Smith. I had the privilege of working with her from 19XX to 20XX when she was the (title)
of (company XYZ).”
5. In the second paragraph, mention some specifics that you recall about the recipient. Use strong action
verbs. Focus your attention on contributions to the company as much as possible.
6. For paragraph three, you may wish to mention some personal traits/values.
7. The last paragraph should reiterate how you feel about the recipient as a professional.
“When used properly, your Letters of Recommendation will distinguish you from the other candidates, and
ensure that you’ll get more offers,” adds Myers.
For more information and other useful tips for achieving career success, visit http://www.getthejobbook.com.
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ABOUT: Ford R. Myers is President of Career Potential, LLC. His firm helps clients take charge of their careers,
create the work they love, and earn what they deserve! Ford has held senior consulting positions at three of the nation’s
largest career service firms. His articles and interviews have appeared in many national magazines and newspapers,
and he has conducted presentations at numerous companies, associations and universities. In addition, Ford has been a
frequent guest on television and radio programs across the country. He is author of Get The Job You Want, Even
When No One’s Hiring. More information is available at: http://www.getthejobbook.com and
http://www.careerpotential.com.
AVAILABILITY: Greater Philadelphia Area; nationwide by arrangement via telephone. Available for
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