
Requesting Letter of Recommendation: Suggested Revision 
 
 
Dear Professor Erdogan: 
 
As a former student who received an A in your Business Communication class during Fall 2019, I 
am writing to request a letter of recommendation for an internship I hope to secure. I’ve 
attached a recent photo to jog your memory in case you cannot put the face to the name. 
 
As you may recall, I regularly participated in our classroom discussions. I remember one specific 
time when you asked us to comment about the ethics of drug companies gouging prices for life-
saving EpiPens, and I used the example of my father, who is allergic to bee stings. I was also a 
team leader in the group project, a written proposal asking for funding for a new app, for which 
we received the class award for best project. I was proud of this accomplishment because our 
team had many problems with some members turning in poorly written and late work. As the 
group leader, I had to intervene with some difficult personalities, but my non-judgmental way 
of handling the situation ended up motivating my fellow students to improve their work.  
 
It is my ability to communicate well and lead that I believe will help me be effective in the 
internship I’m applying for. I’ve attached a copy of the job description for you to examine, with 
the requirements highlighted in yellow as well as my current résumé, which I wrote as one of 
our class assignments. I also believe that the writing skills I gained from your business 
communication course will help separate me from the rest of the applicants.   
 
Professor Erdogan, I realize you are extremely busy and that asking you to take the time to 
write me a letter is a big favor. If you are able to write a letter, please let me know at 
alissabales@yorkmarketing.com. The application deadline is April 10, 2020; therefore, if you 
could provide the letter by April 2, 2020, I would be forever grateful. 
 
Please write or call me at 509-667-3422 if you need anything else from me that might help you 
write a recommendation.  
 
Kind regards, 
 
Elliot Davenport 
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