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Disclosure Statement

 The presenters have nothing to disclose. 
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Learning Objectives

 Understand the preparation required to write a letter of recommendation 

 Describe the essential components and evaluation criteria of a strong, effective letter of 

recommendation

 Differentiate between effective and ineffective letters of recommendation base on structure, content, 

and specificity
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Outline

 Preparing for writing a LOR

 Key criteria to be included – what 

makes a good letter

 Comparing good and bad LORs

 Group Discussion!



Disclaimer:

This presentation reflects our personal experience 
reviewing letters of recommendation, as well as 

published literature and recommendations from ASHP. 
This does not reflect the NYPH residency or 

employment recruitment criteria.
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Have you been asked to write a letter of recommendation? 

 Yes

 No

Do you feel comfortable writing LORs?

Have you said no to writing a good LOR in the past?

 Yes

 No

 Yes

 No



Open Discussion:

What was your process for writing a LOR?

What did you like/not like about writing a LOR?

How did you respond to a candidate asking for a LOR?
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Learning Assessment Question

 What is the very first step when you are asked to write an LOR?

a) Assess whether you are the most appropriate person to write this candidate’s LOR

b) Without hesitation, agree to write their LOR

c) Ask the candidate for their residency list, CV and strengths/weaknesses

d) Start writing



Where to begin…? 

Don’t start typing until you have answered several questions…
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Before you start typing…

After someone approaches you to write a LOR, ask yourself if you would be 

the best person to comment on this person's work ethic and character.

Be honest and politely decline, if necessary

oIf your experience with the candidate was not positive, encourage them to seek alternative letter 

writers

oThere is a difference between a LOR mentioning areas of improvement and a LOR with a negative 

tone and/or "red flags"
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How to say no (nicely)

 If you have reservations about writing a letter:

– Tell the candidate why you cannot provide a positive letter and what you can comment on

– Help the candidate identify an alternative letter writer

– If there is time – provide ways to improve and monitor progress before writing a letter

 Writing a reference with reservations WITHOUT informing the candidate is unfair and detrimental to the candidate’s success

Have a crucial conversation with the candidate

Crucial conversations are necessary and neglecting this reflects poorly on 

the candidate and the letter writer

Guide to Serving as a Reference: Supporting Residency and Job 

Candidates. ASHP New Practitioners Forum. Updated August 2025.

Tips for writing a letter of recommendation as a new practitioner 

pharmacist. AJHP. 80(5): 20 Oct 2022.
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Preparation is Key!

Request a CV, LOI, previously completed evaluations, shared deliverables/projects to 

guide your letter writing process

Confirm what program/company/position they are applying for and if any specific 

attributes should be commented upon

oConsider asking specific reasons for why said places (case by case)

Ask what their career goals are (if not in LOI)

Ask for deadlines / clarify timelines!

The more you know about the candidate, the better the 

LOR!
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Example
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When writing multiple LORs

 Make them unique to each candidate

 Do NOT repeat the same content

 Applicants apply to similar programs – it is very noticeable when a letter writer repeats themself
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Learning Assessment Question 

 Your APPE student requests you to write them a LOR for their PGY1 applications. The student’s performance on rotation has 

been below average and you have concerns about recommending them. Which of the following is the best response?

a) Don’t discuss these concerns with the learner and write them a letter, not recommending them for residency

b) Write them a letter, recommending them for residency because you want to see them succeed

c) Discuss your concerns with the candidate and inform them what you can write in your LOR AND ask them if they still want 

you to write them a letter

d) Don’t discuss these concerns with the learner and write a ”read between the lines” letter



Components of an LOR
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LOR vs Likert Scale vs Both

 Many online portals/companies will use some type of Likert to assess various skills

 These portals may or may not allow for additional commentary

 If commentary allowed, a separate LOR is likely not necessary

 If commentary not allowed, a separate LOR could be extremely helpful
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LOR Components

 INTRODUCE YOURSELF TO THE READER

oWhat is your title, how long have you been in that position (or similar positions prior)

o If this is for a residency program or fellowship, describe how many learners you have precepted.

“Top 1% student” VS. “Top 1% student in the past 15 years 

of precepting”
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LOR Components

 DESCRIBE THE NATURE OF YOUR INTERACTIONS WITH THE CANDIDATE

o How long have you known/worked with them?

o How often did you work directly together?

o What environment did you work together?

 Provides key context for the conditions the candidate was operating under AND helps establish the ways in 

which you can assess the candidate
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LOR Components

 Speak to the candidate’s strengths AND areas for improvement

 Be specific – not just what they did, but HOW they did it

 Don’t just focus on clinical skills, but also soft skills (communication, time management, conflict 

resolution, etc.)

 Continue to be honest!

o Do not be afraid to comment upon areas of improvement. These are APPRECIATED by readers/future employers
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Standout Words

McLaughlin et al J Pharm Pract. 2018 
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LOR Components

 Be thoughtful if/when including "Top" candidate verbiage

o For example: "Best student I've ever had" but you have only precepted 2 students vs. "Top 10 student I've ever had" but you 

have been precepting for 10+ years.

 Spell check and proper grammar and punctuation are critical
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LOR Components

Overall Recommendation 

o Ensure the final recommendation is supported by the content of the LOR and/or the scaling

o If the application does not have the option to select a specific recommendation (e.g., highly recommend, do not recommend), 

ensure your level of recommendation for the candidate is clear in the written content

Pharmacy is a small world – be prepared to get phone calls/texts/emails about candidates if further 

clarification is needed
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Learning Assessment Question 

 Which of the following are NOT best practices when writing a LOR?

a) Introduce yourself to the reader and establish your working relationship

b) Give specific examples to support your recommendations

c) Add a lot of filler and fluff to make the candidate “look good”

d) Be thoughtful when utilizing verbiage such as: “top student” 



LOR Examples
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Provide Background
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Why does this all matter?
Your letter of reference can make or break the 
candidate "overall score“

Letter 1:
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Why does this all matter?
Your letter of reference can make or break the candidate "overall score“

Letter 2:
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Key Points to Consider

Be honest with the candidate about what you CAN and CAN’T write

Preparation is key – have all of the tools and resources prior to starting

Be thorough in your evaluation – cover all key components and provide specific examples

 If you’re writing multiple letters, make them unique

When you’re done, proofread!
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Resources

 Guide to Serving as a Reference: Supporting Residency and Job Candidates. ASHP New 

Practitioners Forum. Updated August 2025.

 Tips for writing a letter of recommendation as a new practitioner pharmacist. AJHP. 80(5): 20 Oct 

2022.
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