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Writing and Securing 
Effective Letters 

for Fellowships and Awards



Two Important Kinds of Letters

Cover Letter
• Written by you
• Make connections between you/your work and the 

organization/fellowship

Letters of Recommendation
• Written by others about you
• Help organization trust your sincerity and ability to 

succeed



Cover Letters: What Should I Write?
Also known as a “letter of introduction” or “letter of application,” a cover letter 
accompanies your application and should answer the following questions: 

How do you meet the criteria for this award/ 
fellowship?
Skills/abilities/qualities in the context of your experiences as they relate to the 
specified requirements.  

How do you/does your work align with our 
organization?
What is it about the organization’s mission/values/projects/services that makes 
you want to work for/with THEM in THIS way?  How does/do the 
mission/values/projects align with your values/career goals/research interests?





Research: Tailor Your Cover Letter
• Organization websites

• Announcements/instructions

• Google/Bing search

• Organization information sites: 

– Vault.com

– Glassdoor.com

– Career.fsu.edu (Career Library)

• Career Library

• Information Interviews (Mentors)



Intro

Qualified?

Fit?

Open Dialogue



What are Letters of Recommendation?

A formal letter written by a professional contact (not your 
family or friend) who can speak to your abilities, potential, 
and/or deservingness:

• Professor
• Manager/Supervisor
• Professional Mentor
• Colleague



How to Choose a Recommender

• Is this person a PROFESSIONAL contact?

• Can this person speak to your skills, abilities, character, 

and or/potential for success?

• Do you have a strong relationship with this person?

• Is this person willing to write a recommendation for you?

• Is this person able to write the recommendation for you 

by the deadline?



Activity
Brainstorm one or two individuals who might serve as strong recommenders 
for you RIGHT NOW:

Recommender Info Example
Name/Title of Prospect #1: Dr. Bill Jones, Associate Professor of English
How long have you known? 2 years
How well do you know? Taken 3 of his classes, worked with him on an under-

graduate research project, he previously nominated me 
for a departmental award

Knowledge, skills, abilities 
or achievements to which 
this person can attest?

• Writing, critical thinking, & independent research skills
• A’s in all of his classes
• In previous nomination, he stated that I was extremely 

personable, dependable, & motivated – a “high 
achiever”

Any potential obstacles? He is scheduled to be on sabbatical for the spring 
semester. He may not be responding to e-mail.



Cultivating Recommendations

• Build and maintain relationships
– Make contact outside of class (faculty)

– Share information frequently (articles, web-links)

– Keep contacts updated on your life and progress

– Utilize social media when appropriate (LinkedIn)

• Prove your skills/character
– Perform well– get results (grades, deadlines, quality work)

– Volunteer for projects/ leadership

– Attend to professionalism behaviors



Cultivating Recommendations

• Communicate your interests
– Talk about your research

– Ask questions about shared interests

– Discuss career goals



Asking for the Recommendation

Ask in-person if possible
• Communicates respect
• Allows you to show your sincerity and appreciation

Structure of the ask:
1. “Thank you for seeing me today”
2. Remind the recommender of your goal 
3. Tell them why you selected them (relationship, what you feel they can 

speak to)
4. “I would like to ask if you would feel comfortable providing a 

recommendation for me…”
5. Offer to provide any additional helpful information (ask what that might 

be)
6. Thank them again, regardless of the answer



Securing the Recommendation

Make the process easy for the recommender
• Share information about the school/program

• Share copies of your CV, cover letter

• Clarify deadline and submission procedures

• Ask what else you might provide that could be helpful (i.e. 

recommendation template)

• Politely follow up periodically (not too frequently) prior to the 

deadline





• Career Advising - drop-in at the Career Center (M-F 9:00 AM – 4:30 PM), visit your 
College/Department Career Liaison, or contact the liaison for Graduate Students

• Resources - www.career.fsu.edu/Students/Graduate-Students

• Career Portfolio - www.career.fsu.edu/Portfolio  

• Mock Interviews (in-person, Skype, phone) –
www.career.fsu.edu/Students/Prepare-for-the-Next-Step/Mock-Interview-Program

• On-Campus Interviews/SeminoleLink - www.career.fsu.edu/SeminoleLink

• Informational Interviews/ProfessioNole - www.career.fsu.edu/SeminoleLink

• Workshops, Career Fairs, and Events  - www.career.fsu.edu/Students/Events

For more information: career.fsu.edu

Graduate Student Resources

http://www.career.fsu.edu/Students/Graduate-Students
http://career.fsu.edu/Portfolio
http://www.career.fsu.edu/Students/Prepare-for-the-Next-Step/Mock-Interview-Program
http://www.career.fsu.edu/SeminoleLink
http://www.career.fsu.edu/SeminoleLink
http://www.career.fsu.edu/Students/Events
http://career.fsu.edu/


Located in the Dunlap Success Center at the corner of 
Learning Way and Woodward Avenue.

The Career Center

100 South Woodward Avenue, Tallahassee, FL 32306



• Career Fairs

• Interviews

• Internships

• The workplace

Professional Clothing Closet

View hours of operation at 
career.fsu.edu/ClothingCloset

Students can obtain FREE professional and 
business casual attire appropriate for:



Connect with us!
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