Notes from the 2008 Group on Women Preconference--writing better letters of reference—talk by Joanne Williams
· Don’t agree to write a letter unless it can be a very positive one.

· The average length of a letter is 250 words.  Letters that are too short or too long can be counterproductive

· The letter needs to be long enough and specific enough to be effective

· Include information about your relationship with the referred (i.e. how long you’ve known them and in what context), the purpose of the letter (i.e. what job they are applying for), his or her specific accomplishments (use concrete examples).

· Be careful of too many personal references and “code words”.

· Document actual clinical experiences if possible.
