
Mock Email to Research Mentor

Dear Dr. XXX, 

I will be applying for Ph.D. programs this fall, and I am writing to ask if you could write me a strong letter of recommendation to support my applications. I am currently working on my application materials, but I have attached my draft CV and personal statement. I have also attached a list of grad programs that I am currently considering applying to. As the application deadline gets closer, I am happy to update you with my materials. However, if you need any other items from me now, then please let me know. 

Thank you,
YOUR NAME HERE

________________________________ 





Mock Email to Other Mentors/Letter Writers

Dear Dr. XXX, 

I will be applying for Ph.D. programs this fall, and I am writing to ask if you could write me a letter of recommendation to support my applications. OFFER REMINDERS OF AREAS THAT THE LETTER WRITER CAN INCLUDE (e.g. CLASSES, OFFICE HOURS, AND OTHER OPPORTUNITIES THAT THE LETTER WRITER HAD TO GET TO KNOW YOU). I am hoping that from the work you have seen from me that you will be able to write me a strong letter of recommendation. 


I am currently working on my application materials, but I have attached my draft CV and personal statement. I have also attached a list of grad programs that I am currently considering applying to. As the application deadline gets closer, I am happy to update you with my materials. However, if you need any other items from me now, then please let me know. 

I look forward to your response. 

Thank you,
YOUR NAME HERE

________________________________ 

