* Step 1: Choose your recommenders wisely. They should know you well enough to:
- Be able to provide robust examples of your professional work (or academic if they are education-oriented),
- Positively address both your strengths and weaknesses,
- Genuinely address your character, skills, and goals, and
- Follow-through in a timely, dependable manner

* Step 2: Approach potential recommenders. Explain why you are interested in pursuing an MBA. Do not be afraid to ask the potential recommender if he/she feels confident he/she can provide a thorough recommendation that addresses your performance, strengths, weaknesses, goals, and areas of improvement. Also, make sure he/she has the time to work with you.  And of course, if necessary, ask your recommender to keep your conversations confidential.
 
* Step 3: Promote working openly with your recommender, as that will give you/us transparency into your entire application. Note, some recommenders will insist on not working openly. You must respect that.  Working openly means one of the following:
1. You will offer to provide talking points and/or bulletpoint answers. You want to offer to do this, as a way to show respect for how busy they are. Plus, it ensures that we will then have 100% transparency into and control of all the content in your application
1. You will request to review what they write, sharing with them that you are working with an advisor who would appreciate the ability to review all your application materials 
1. You will write the first draft. I strongly discourage this, as writing an LOR in a voice that is not your own is difficult. Adcoms look out for that kind of thing. Obviously, it cannot always be avoided. I am here to ensure that if you do have to write first drafts, the drafts do not echo the phrasing and style used in your essays/resume. 
In your recommenders’ reference letters, we are interested in specific examples of both your intellectual and professional achievements. Furthermore, we would like them to highlight how you have demonstrated potential for success as a business leader, with particular emphasis on your character. Please ask them to avoid a string of adjectives about you: strategic, goal-oriented, friendly etc. This won’t have an impact with the adcom. 

It is easiest for the adcom to visualize these examples when they include the following pieces of information. 

1. Situation - What was the problem?  
2. Task  - What had to get done? 
3. Action - What did you do? 
4. Result - What were the results? 


Please tell them to explain how long and in what capacity you have been acquainted. How do you stand out from other managers? How do you interact with others; can they provide examples of when you had an impact on a person, group or organization? Is there an area where you have potential room for professional growth? How will the MBA contribute to that growth and your career aspirations? 

* Step 4: Give your recommender ample time to answer questions. Given that you already have some momentum with this process, I would recommend that we draft the talking points this week so we can see what’s in store here. Once I have a pulse on what they will cover, it will inform what we choose to get across with the other aspects of the application. 

* Step 5: After submitting, thank your recommenders with a thank you note or small token of your appreciation. This is a major favor and a gift is appropriate. A bottle of booze is never bad. 
 
Once you get your recommenders on-board, register them through your online applications OR wait to register them once we are done with the process and ready to have them upload their final LOR files. Once registered, they will receive an email from the schools that thanks them for being recommenders and has the questions they must answer. Please alert all your recommenders to look out for that email and remind them not to fill anything out until we have completed our process.  Here’s a link to what they will see: 
https://aringo.com/current-recommender-questions/  

Ok, so that just about covers it. As long as you approach it with a plan of attack, you will be just fine.  If you have any questions, please ask me. I am here to advise & edit all LOR materials. 

