Please print on University letterhead
<<date letter written>>

To whom it may concern,

This is a reference for <<Title>> <<Given Name>> <<Surname>>, enrolled in a <<Degree Enrolled in>> degree, at the University of Melbourne. 

Suggested items to cover in the reference:
· Mention how you know the student “I have taught Nancy Smith for two years in my classes ‘Introductory Econometrics’ and, most recently in ‘Statistics Made Easy’.”
· Discuss how you perceived the student’s organisational ability, adaptability/versatility, maturity and independence.

· Make mention of the student’s communication skills; does she/he participate in class discussions, is she/he able to express her/himself at a suitable level in written and spoken English, does she/he grasp concepts and ideas, and does she/he appear to have any difficulties relating to other students or to you?
· Is there anything else that you think should be mentioned in the reference that will illustrate the character and ability of the student?

· Conclude by writing candidly of your perception of the student’s suitability to spend time overseas as an exchange student at another institution representing the Faculty and the University of Melbourne.
Do NOT mention any institution to which they may be applying as this could change and then if a reference is needed for the host institution application, this one will be redundant

If you have any queries, please feel free to contact me at the address below.

Yours faithfully,

Please sign original version in pen, preferably blue pen
<<Name>>
<<Position>>
When proofreading the letter, please keep in mind the following (particularly where you are writing several reference letters):

· spelling is correct, especially the student’s name;

· your grammar is correct (for example in a reference for the student “John Smith” make sure you don’t refer to “her” or “she” at any point);
· the font is the same and all the same size;

· the text is spaced appropriately on the page, not all jammed up at the top or spread out unnecessarily over the page, nor does it spill onto the blue border of the letterhead on the right hand side of the page.
Lastly, remember to delete all text in red and/or italics as they are instructions and not to appear in the reference.

