
Reference Letter Request 
 

Student Information 
 

 Student Name: ___________________________________   Date Request Submitted:  ___________ 
 

 Student Email:  ________________________________  Letter Needed by (Date):  ____________ 
 
Award Details 
 

Award Name:  ________________________________     Application Deadline:  ___________ 
 
 

Description:  (What type of award is it?  What are the eligibility criteria?  What will the selection committee be looking for?) 
 

____________________________________________________________________________________
____________________________________________________________________________________ 

 

Reference Letter Requirements 
 

 To whom should the letter be addressed?   (Ideally you would have the full name and title of the person to whom 
 the application is being submitted and you would address the letter to him or her.  If you don’t have a name, address the 
 letter to the organization “Award Selection Committee.”  Try to avoid using “to whom it may concern”.) 
 

 To:    __________________________________________________ 
 Title or Position (if applicable):   _____________________________________ 
  
                 Email address (if applicable): _____________________________________ 
 

Are there length or formatting requirements? (eg. one page only, double spaced, 12 font Calibri)   

 ____________________________________________________________________________________
 ____________________________________________________________________________________
 ____________________________________________________________________________________ 
 

****Reference letter must be on letter head   □ yes 

****Reference letter must be signed and sealed in an envelope.  □ yes 
 

Which of your qualities, skills or experiences do you feel should be highlighted? 
 ____________________________________________________________________________________
 ____________________________________________________________________________________
 ____________________________________________________________________________________
 ____________________________________________________________________________________ 
 

Supporting Documents 
 Indicate which supporting documents you are providing with this request: 

 

 ______  Resume   ______  Application Essay 
 

 ______ Transcript or Report Card ______ Other:   __________________________________ 
 

 ______ MEI Student Profile             
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