TO:
21/09/2020
RE: Request for a Letter of Recommendation
Dear Professor Richard,
I have momentously benefited and enjoyed from classes that I partook through you for the past three years. I was anticipating that you could recognize me sound enough and have great regard for my skills to write an overall recommendation for my identification file. 
As my elementary learning professor, mentor, and advisor, I have the impression that a reference from you will help me get a scholarship so that I can be able to further my studies. The university will acquire an insight into my abilities and character certifying them that I  would be an ultimate candidate for the scholarship.
I have incorporated a summary slip to recall my key papers comprising my professional and academic experience. I have planned to apply for autumn admittance to three universities, and submissions are due in mid-February.
Please inform me if you are comfortable validating my candidature for the scholarship. I will be pleased to answer any queries and offer more information to help write a recommendation. Please contact me through email (email) or by phone (telephone number).
Thank you for your time and consideration. I look forward to your reply.
Sincerely
Name
Title
Contact Information

