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Image: izusekt / E+ / Getty Images You've probably seen a paragraph like this (or something similar) on social networks:I cnduo't bvleiee that I culod aulaclty uesdtannrd what I was rdnaieg. Unisg o hmuan mnid pweor icndeblire, aocdcrnig to rseecrah at Cmabrigde Uinervtisy, it dseno't mttaer no que oderr os lterets in a word are, o olny irpoamtnt tihng is that
frsit e lsat ltteer estar no rhgit pclae. It's funny how the human mind works. For most of us, we can read this with little difficulty. Because? Science says it's because we look at the whole word instead of individual letters. Could you read this first sentence, however, if the letters were missing instead of confusing? I don'c_uldn b_li_v_ wh_t think ac_ua__y
rea__ng. That's a little more complicated to decipher, isn't it? That's probably because, while we're reading, our brains are trying to insert the right letters to fill in the gaps. It's like crossword puzzles for the mind! It made us wonder, Cou_d y_u fi__'t_e b_a_ks in th_s_ mi__ing le__er_? (Is that could you fill in the blanks in these missing letters?) We're going to
give you this one for free, but now we want to see what you got. See if you can identify the letters that disappeared from the words in this test. We count on you to r_c_ _u_! (Want to bet a guess on this?) What do you know about dinosaurs? What is an octanal classification? And how do you use an appropriate noun? Lucky for you, HowStuffWorks Play is
here to help. Our award-winning website provides reliable and easy-to-understand explanations of how the world works. From fun trials that bring joy to your day, to eye-catching photos and fascinating lists, HowStuffWorks Play offers something for everyone. Sometimes we explain how things work, other times we ask, but we are always exploring in the
name of fun! Because learning is fun, so stay with us! A Letter of Recommendation is a written and signed document that provides feedback on the performance, partnership, leadership of an individual with whom someone has worked. This is also known as a reference letter. Date Types of the letter of recommendation Name of the individual who receives
the letter of recommendation Business relationship attributes that make the individual succeed (Potential, character, how they cope, consistency, reliability, etc.). Contact information of the individual who writes the letter of recommendation It is best to download a template that gives you guidance when preparing a Letter of Recommendation. You need to
show some effort before asking someone to write a letter. Most people are busy with their own lives and it can be a nuisance to sit for a few hours writing all the great qualities of a person, no matter how highly you think of them. Before ordering and delivering your order, write a Letter of Recommendation to yourself with all the best qualities that believes it
has. It will allow the individual to easily sign or change the letter and in most cases that individual will more compliments and good things to say about you in the letter. 2. Approach Respectfully make sure that the appropriate part is available to discuss the potential of writing a letter of recommendation. Usually you don't want to bother someone while they're
working or during the hours when that person is having quality time with their family. The best non-intrusive way to ask for a letter of recommendation is by email, so the person can find time within their own time to send a reply. 3. Be patient When giving a Letter of Recommendation to someone, leave at least 1-2 weeks to hear back your selected choice.
Being pushy or annoying can help you receive the letter faster, but there is also a good chance that the letter is less inspiring. No one wants to do a favor for someone else who's going to do it without respect. Just let the person know you want back on a specific date in 1-2 weeks. If you know this person very well and they are a forgotten individual, then it is
perfectly good to give some reminders throughout the week to ensure that they do not forget your Request letter of recommendation. 4. Receive and Review Once your nominated choice has sent back the full Letter of Recommendation, make sure you have read it before sending it. Give thanks and appreciation to the person who went out of his way to do
him this favor. Who to choose? The author of a letter of recommendation should be able to speak directly to the individual's ability to act in the position for which the applicant is applying. Good examples of recommendation are previous employers, colleagues, clients or teachers/teachers, as they can attest to the candidate's work or academic performance. It
is important to choose someone who takes the task seriously and puts some time aside to write an appropriate letter. A hastily written letter may seem weak and superficial and therefore ineffective or possibly counterproductive. On the other hand, if someone has been asked to recommend an individual but believes they are not qualified to do so, it is best for
them to politely refuse the request. An inappropriate letter of recommendation can be detrimental to the candidate's candidacy and can potentially risk the writer's professional reputation. (Video) What is a Standard Letter of Recommendation? How to write a letter of recommendation A letter of recommendation consists of three sections; introduction, body
paragraphs and conclusion. Although some types of recommendation letters follow inaccurate formatting, most letters stick to a specific format and should be written in a professional tone. The longer the writer knows the candidate, the more detailed the content can be. However, the length of a letter of recommendation is less important than the content of
which it is composed. As long as the letter includes the candidate's qualifications and attributes it will serve as a one argument in his favor. Step 1 - Introduction The introduction paragraph must introduce the candidate and the writer, the relationship between them and the duration of that relationship. It should also include the position for which the candidate
is applying (if applicable) along with the reasoning behind the writer's recommendation. Sometimes the writer will have been informed about who will receive the letter and can address it specifically to that person; usually a hiring manager/supervisor, admissions officer or admissions board. The letter must be opened with Dear [name], or Dear [admissions
committee/admissions council],. If you don't know who's going to read the letter, it's usually best to start with who might be interested. Although not always necessary, writing the date at the top will help maintain the validity of the letter of recommendation. If a letter is dated 2008 and the individual in question is applying for a job in 2017, the legitimacy of the
letter decreases significantly. Example #1 To the admissions board, I am honored to recommend Sally Witfield for acceptance into her esteemed institution. I've been sally's science teacher for the past four years, and based on her grades, attendance and class participation, I would rate Sally's academic performance in my class as superior. Example #1 was
written by a high school teacher in support of enrolling a student at a college/university. Because the application is related to academics, the teacher touches on the student's ability to perform well in the classroom. Example #2 March 18, 2017 Dear Mr. Larsson, my name is Dai Houliang and I am writing to you regarding Jason O'Sullivan's request as hotel
manager. He has worked as a reception supervisor at Hotel Place D'Armes for the past 2 years and has always been able to keep the staff organized while maintaining the satisfaction of our guests. In this example, the writer is a former employer of the applicant and can attest to his strengths and suitability to the specific position for which he is applying.
Step 2 – Body Paragraph(s) The paragraph(s) of the body of a letter of recommendation is where the writer will go into detail about the applicant's skills, qualifications and achievements. The writer must provide sufficient examples to support these allegations, thus assuring the reader that the letter comes from a reliable source that can attest to the applicant's
eligibility. The number of paragraphs and the duration of these paragraphs vary from one font to another, but the main objective is to form a compelling argument on behalf of the candidate, however many words are required. Generally, a letter of recommendation will be used for a specific purpose and it is up to the writer to learn what that purpose is. The
recommender can then include strengths and skills that the candidate possesses that are relevant to that specific line of work, field of study, etc. example #1 Kamel had no previous experience in retail, he was natural. He has an amazing personality for the job. It makes customers feel at ease and provides exceptional customer service. Kamel works equally
well on his own, or with others. Kamel got along well with his co-workers and was never late or away for no reason. He was conscious about completing tasks so as not to leave work to those who came on shift after him. Letters of recommendation are not always written for a specific application or purpose, but may be requested by an individual if they wish
to have a general reference to use in the future. The employer in this example of the organ paragraph lists some of the qualities of the employee that he thinks will be useful for a wide range of applications/functions. An #2 Alessia began caring for our children five years ago when our first daughter, Aisling, was 4 years old and our second daughter, Elodie,
was a newborn. Because of our demanding jobs, my wife and I are unable to be home for long periods of time during the week. It has been immensely comforting to know that they are in Alessia's care. Alessia devotes all her attention to every child and can juggle perfectly. Our two daughters, 4 years apart, have very different needs and attentions, but
Alessia is able to meet each one separately. She will help Aisling with her homework while making a meal for Elodie and keep her entertained so she doesn't distract her older sister. My children talk about her as if she is part of the family and insist on inviting her to their birthday parties every year. I understand that the demands of a daycare worker are
different from those of a nanny in the family, but I am confident that Alessia is emply for the challenge. The writer in this body paragraph example was able to accurately describe his nanny's characteristics with real-life examples and experiences to support them. The applicant in question is applying for several day care centers, so the recommender
guarantees to include attributes that will help her find a favorable position. Step 3 – Conclusion The paragraph of conclusion shall conclude any final thoughts that the writer has in relation to the qualifications of the applicant, shall reiterate its support for that candidate. Unless otherwise specified, the writer must provide a way to contact them if the reader
requires more information. The writer's contact details can be included in the completion paragraph, timbre, or after approval. Some recommendation letters require more accurate formatting, but it is customary to use formal approval and include the writer's signature, name, and contact information at the bottom. Example #1 I am confident that the excellent
work ethic that Alejandro demonstrated during his work will lead to their studies. Alejandro is charismatic, well-spoken, ambitious and, if he is accepted into his prestigious academy, there is no doubt in my mind that he will their expectations. Please call me at the number below (during regular business hours) or by email (anytime) with any questions about
Alejandro's application. Warm, [Signature] Cynthia Cosgrove (604) 898-2497 Example #1 closes with a compelling statement about the candidate's ability to perform his previous work and the writer's belief that he will excel in his future endeavors. The writer provides two methods of contact, which shows that they are serious about their endorsement of this
applicant. An #2 Gabriela has decided to pursue other interests outside of Tacoma and we wish her good luck with her future ventures. I would not hesitate to recommend it to any potential employer and would rehire you if the situation aries. If you would like to discuss this further, please contact us at (253) 664-8090. Sincerely, [Signature] Elliot Schmidt
Director of Operations This example of the conclusion paragraph of this second example contains all the necessary components and although the writer does not know exactly what the letter will be used for, they clearly have faith in the applicant's ability to work well in any position given to him. Contact information is provided in the paragraph and the writer's
work title is included at the bottom, which helps establish legitimacy. Sample 1 – For a teacher's job September 19, 2018 Dear Mr. Long, I am honored to recommend Mr. David Lawson for the position of music teacher at Beaverton High School. As principal of Douglas Elementary, I have seen David's contributions to this school firsthand and it will be a
difficult task to try to find a replacement for such a dedicated teacher. Our school has recently suffered from budget cuts and some of the programs will have to be reduced or completely eliminated from the curriculum. We have an extensive musical program, from which David contributes a lot, but unfortunately, this is one of the areas that must be
condensed. The head of the music program will give all classes now, which means Mr. Lawson is left to look for another job. This is by no means a reflection of your skills as an instructor, it is simply an unfortunate circumstance that has made us lose a more talented teacher. David began teaching at Douglas Elementary in 2008. The music classes we offer
started as fairly general, but David devoted time and energy to expanding the program to include more options for students who are more interested in following music as a career. He introduced new classes to the curriculum and spent countless hours working with smaller groups of students, even going to provide one-on-one classes after school. David's
experience in music, along with his organizational prowess, will certainly be an asset to any school that is fortunate to have it. It's no secret that David is one of the children's favorite teachers. I go in his classroom from time to time while I do my rounds on the school and I'm delighted to see how delighted the kids are with Mr. Classes. His teaching style is
very lively and captivating. Children always seem eager to go through their other classes so they can play music with Mr. Lawson. He quickly develops a relationship with his students, but it also takes time to listen to the concerns or comments brought by his parents. I had parents who came to me on more than one occasion praising David for the positive
impact he had on their children's education. David has unlimited patience and his devotion to music does not go unnoticed. His energy will be greatly missed at Douglas School, but we are confident that his experience will be appreciated if he is accepted into his college. I'd be happy to provide more details on Mr. Lawson's application, if necessary. Warm
Memories, Lynda Ostrowicz Director of Douglas Elementary (416) 209-8803 Sample 2 – For a Paralegal January 17, 2019 To anyone who might be interested, Sherine has been working for me every summer for the past 6 years, helping me with various cases and legal assistance within my law firm. I have degrees in law and architecture and I can say with
certainty that Sherine's organizational skills and professional behavior are on an equal footing with many of the legal assistants and interns I have worked with. I am not an easy person to please and my demands are often quite particular, but my mind is put at ease by Sherine's meticulous work ethic and ethic. She is punctual and shows an incredible
initiative. I always foregone to Sherine a list of tasks to be completed by the end of the day, but Sherine works so diligently that she often goes beyond what I ask of her. Even when the work is physically demanding, it demonstrates tremendous strength and endurance. I wish I could hire Sherine every summer, but I look forward to following her
accomplishments as she continues her journey through life. I am confident that Sherine will be successful in any work to which she applies, so I am happy to give her my highest recommendation. Regarding, Faye Cheslock (687) 546-5532 Sample 3 – For a Kitchen Job December 9, 2018 Dear Abigail Mansfield, I am writing in support of Mr. Darpreet Vaidya's
candidacy for the cook job available at diamond grille. I've had many cooks coming and going during my 8 years as a supervisor here at Joe's Restaurant but Mr Vaidya stands out as one of our most valuable employees to date. I contracted Mr. Vaidya in 2013, and although he had no previous experience, he quickly learned the methods and techniques. He
is efficient, organized, a great team payer and an incredible multitasking. It brings immense energy to the kitchen and maintains the positive atmosphere. We have a revolving door of kitchen staff, but Darpreet has been very loyal and reliable. I've had a few occasions when a cook didn't but Darpreet always came to my rescue. It also helps train the new guys
by making sure they are comfortable in our kitchen environment. I strongly encourage you to consider Darpreet as a cook in in establishment as well. He is motivated, creative, and has a keen eye for detail. I'm sad to see him go, but I'm convinced he'll bring the same enthusiasm to his next job. You can call me at (330) 378-1217 if you have any further
questions. Sincerely, Gary Campbell Back from The Supervisor's House Supervisor Supervisor
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