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ZSR 

Nigeria Limited 

 

Academic Reference 

Letter Template 

For Referees Writing on Behalf of Applicants to Any Level of Study 
 

Undergraduate  •  Postgraduate  •  Doctoral  •  Any Destination 

 

Applicant Details 
 
Applicant Name: ___________________ 
Programme Applied For: 
___________________ 
Institution: ___________________ 
Level: ___________________ 

Referee Details 
 
Referee Name: ___________________ 
Position/Title: ___________________ 
Relationship to Applicant: 
___________________ 
Years Known: ___________________ 

 
Confidential — Prepared by ZSR Nigeria Limited for Referee Use 
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How to Use This Template 

 
This template is designed for academic referees — lecturers, supervisors, heads of department, or 
employers — writing a reference letter to support a student's application to any level of study 
(undergraduate, postgraduate, or doctoral) at any institution, in any country. It works equally well for UK, 
USA, Canada, Australia, Germany, and all other destinations, since it follows the universal structure that 
admissions committees worldwide expect to see. 

 

꾃 Blue dotted text = information specific to this applicant. Replace every blue section with real, 
specific detail. 

밄 Green boxes = example sentences. These illustrate tone and structure only — never copy 
them directly. 

밃 Amber boxes = practical tips for that section. 

꾂 Red boxes = common mistakes that weaken reference letters. 

 Grey boxes = guidance on what each paragraph should achieve. 

 
Five Rules for a Strong Reference Letter 

Rule 1 — Specificity beats superlatives. 
'One of the best students I have taught in 15 years' means nothing without evidence. Always pair a claim with 
a specific example: a project, an exam result, a piece of work, a moment of initiative. 

Rule 2 — Use direct comparison where possible. 
Admissions committees trust comparative statements. 'Ranked in the top 5% of a cohort of 120 students' is far 
more credible than 'an excellent student.' 

Rule 3 — Match the letter to the level of study. 
A reference for a doctoral application must speak to research capability and independent thinking. A reference 
for an undergraduate application should focus more on academic potential, discipline, and character. 

Rule 4 — Address weaknesses only if asked, and frame them constructively. 
Most reference letters should remain positive throughout. If the application form specifically asks about areas 
for development, address this briefly and end on a note of growth. 

Rule 5 — The letter must be on official letterhead and signed. 
An academic reference without institutional letterhead, an official email address, and a handwritten or digital 
signature is treated with suspicion by most admissions offices. 

 

Length: Most institutions expect 300–500 words, or one full page. Some destinations (e.g. US 
graduate programmes) accept longer letters of up to 1 page; UK and Australian institutions typically 
prefer concise letters of half a page to one page. 

 

⚠  AVOID: Avoid writing a reference for a student you do not know well enough to comment on 
specifically. A vague, generic letter — even a positive one — can do more harm than good. If you 
cannot speak to specific examples, the applicant should request a different referee. 
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Before You Write: Key Information to Gather 

 
Request this information from the applicant before drafting the letter. A reference letter written without 
these specifics will read as generic, regardless of how positive the tone is. 

 

Applicant's full name (as on passport)  

Programme and institution applied to  

Level of study 
(undergraduate/postgraduate/doctoral) 

 

Course(s) or modules you 
taught/supervised them in 

 

Period during which you knew/taught 
the applicant 

 

Your relationship (lecturer, supervisor, 
employer, etc.) 

 

Applicant's grade/rank in your course 
or class 

 

A specific project, paper, or 
assignment that stood out 

 

A specific example of initiative, 
leadership, or character 

 

Class size or cohort size (for 
comparative ranking) 

 

Any relevant extracurricular or 
research involvement 

 

Specific skills relevant to the target 
programme 

 

 

ZSR Advice: Applicants: provide your referee with this completed table, your CV, and a copy of your 
Statement of Purpose. Referees who understand your goals write far stronger, more targeted letters. 
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Academic Reference Letter — Full Template 

 
[Institution/Organisation Letterhead] 
[Referee Name, Title] 
[Department/Institution Name] 
[Address] 
[Email Address]  |  [Phone Number] 
 
[Date] 
 
To the Admissions Committee 
[Institution Name, Department] 
 
Re: Reference for [Applicant Full Name] — Application to [Programme Name] 

 

 

PARAGRAPH 1  — INTRODUCTION — YOUR RELATIONSHIP TO THE APPLICANT 

 

✎  WRITING GUIDE 
State who you are, your position, and your relationship to the applicant. 
Specify how long you have known them and in what capacity (lecturer, supervisor, employer, mentor). 
Establish your authority to comment on their academic or professional ability. 
Keep this paragraph brief — 40–60 words. 

 

[State your name, title, and institution. Explain your relationship to the applicant — e.g. their lecturer 
in a specific course, their final year project supervisor, or their line manager. State the time period 
over which you have known them.] 

 

EXAMPLE TEXT (adapt to your own knowledge of the student): 
I am writing to provide a reference in support of [Applicant Name]'s application to the [Programme 
Name] at [Institution Name]. I am a Senior Lecturer in the Department of Economics at the 
University of Nigeria, Nsukka, where I taught [Applicant Name] in three core modules — 
Econometrics I and II, and Development Economics — over the course of their final two years of 
undergraduate study, and subsequently supervised their final year dissertation. 

 

 

PARAGRAPH 2  — ACADEMIC PERFORMANCE — EVIDENCE-BASED ASSESSMENT 

 

✎  WRITING GUIDE 
Describe the applicant's academic performance with specific evidence: grades, rank, or comparative 
standing. 
Mention specific coursework, exams, or assessments where they performed notably well. 
If possible, provide a comparative statement — e.g. their rank within a class or cohort. 
Aim for 80–120 words. 
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[Describe the applicant's academic performance in your course(s) with specific detail. Include 
grades, class rank, or comparative standing if available. Mention specific assignments, exams, or 
projects where they excelled, and what distinguished their work from their peers.] 

 

EXAMPLE TEXT (adapt to your own knowledge of the student): 
Throughout the modules I taught, [Applicant Name] consistently ranked among the top performers 
in a cohort of 120 students, graduating with a Second Class Upper degree and achieving a 
distinction grade in their final year dissertation — the highest mark I awarded that year. Their 
analytical writing was distinguished by an unusually rigorous handling of econometric methods, 
and their final dissertation, which examined mobile banking adoption and household savings 
behaviour, demonstrated a level of independent research capability rarely seen at undergraduate 
level. 

 

 

PARAGRAPH 3  — SKILLS AND CHARACTER — BEYOND THE CLASSROOM 

 

✎  WRITING GUIDE 
Describe specific skills relevant to the programme being applied for: analytical ability, research skills, 
communication, leadership, resilience, or collaboration. 
Provide one specific example or anecdote that demonstrates character — initiative, integrity, persistence, or 
curiosity. 
This is where many reference letters become generic. Insist on specificity: name an actual incident, project, 
or interaction. 
Aim for 100–130 words. 

 

[Describe 2–3 specific skills or qualities relevant to the target programme, supported by a concrete 
example for each. Consider: research ability, critical thinking, communication skills, leadership, 
teamwork, resilience under pressure, or intellectual curiosity. Use a specific incident or project to 
illustrate at least one of these qualities.] 

 

EXAMPLE TEXT (adapt to your own knowledge of the student): 
Beyond academic performance, [Applicant Name] demonstrated qualities I consider essential for 
graduate study. During a particularly challenging research methods module, when their initial data 
collection approach proved unworkable midway through the term, they independently redesigned 
their methodology, consulted three additional academic sources I had not assigned, and submitted 
revised work two days ahead of the deadline — without prompting from me. This combination of 
intellectual resilience and self-directed initiative is, in my experience, a strong predictor of success 
in demanding postgraduate environments. 

 

For doctoral/research-based applications: Place additional emphasis here on independent 
research capability, ability to work without close supervision, and original critical thinking — qualities 
doctoral admissions committees weigh most heavily. 

 

 

PARAGRAPH 4  — SUITABILITY FOR THE SPECIFIC PROGRAMME 

 

✎  WRITING GUIDE 
Explain why you believe the applicant is well suited to the specific programme they are applying for. 
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If you are aware of their career goals or research interests, connect these explicitly to the programme. 
If relevant, mention how the programme will help the applicant build on the foundation they developed under 
your instruction. 
Aim for 80–100 words. 

 

[Explain specifically why this applicant is suited to the programme they are applying for. Reference 
their demonstrated abilities, stated career goals (if known to you), and how the programme logically 
extends their academic or professional trajectory.] 

 

EXAMPLE TEXT (adapt to your own knowledge of the student): 
Given [Applicant Name]'s demonstrated strength in econometric analysis and their clearly 
articulated interest in financial inclusion policy, I believe the [Programme Name] at [Institution 
Name] represents a natural and well-considered next step in their academic development. The 
programme's emphasis on applied quantitative methods in development contexts will allow them 
to build directly on the research foundation they established during their undergraduate 
dissertation, while exposing them to the international policy perspectives that will be essential to 
their stated career ambitions. 

 

 

PARAGRAPH 5  — CLOSING RECOMMENDATION 

 

✎  WRITING GUIDE 
Close with an unambiguous statement of recommendation. 
State your willingness to be contacted for further information, and provide your contact details if not already 
included on the letterhead. 
End formally and professionally. 
Aim for 40–60 words. 

 

[Provide a clear, confident closing recommendation. State that you recommend the applicant for 
admission without reservation (if true), and offer to provide further information if needed.] 

 

EXAMPLE TEXT (adapt to your own knowledge of the student): 
On the strength of their academic record, demonstrated research ability, and personal character, I 
recommend [Applicant Name] for admission to [Programme Name] without reservation. I am 
confident they will make a valuable contribution to your academic community, and I would be 
pleased to provide any further information the Admissions Committee may require. 

 

Yours sincerely, 

 
[Signature] 
[Referee Full Name] 
[Title/Position] 
[Institution/Organisation] 
[Official Email Address] 
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Destination-Specific Notes for Referees 

 
While this template's structure works for any destination, a small number of country-specific conventions 
are worth noting: 

 

United Kingdom 
UK universities typically require references submitted directly via the application portal (e.g. UCAS, or the 
university's own system) rather than as a standalone letter. Some institutions request a structured form with 
rating scales in addition to, or instead of, a free-text letter. Confirm the submission method before writing. 

United States 
US graduate programmes often require references via an online portal (e.g. through the Common Application 
or institution-specific systems) and may include a standardised rating form alongside the letter. Comparative 
ranking statements (e.g. 'top 5% of students I have taught') are particularly valued by US admissions 
committees. 

Canada 
Canadian institutions generally accept either a structured online reference form or a formal letter on letterhead. 
Some Canadian universities specifically ask referees to comment on the applicant's readiness for independent 
research — be prepared to address this directly if the form requests it. 

Australia 
Australian institutions typically request a formal letter on official letterhead, often with specific requirements 
about content (e.g. addressing the applicant's English proficiency in an academic context, if the referee taught 
them in English-medium study). 

Germany 
German universities, particularly for English-taught Master's and PhD programmes, expect a formal letter on 
official letterhead with an institutional stamp where possible. For DAAD-funded applications, additional 
structured assessment criteria may be required — check the specific scholarship's guidelines. 
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Before You Submit: Reference Letter Checklist 

 
Referees and applicants should review every item below before the letter is submitted. 

 

Content & Structure 

☐  All 5 paragraphs are present and clearly developed 

☐  The referee's relationship to the applicant is clearly stated 

☐  At least one specific, evidence-based example is given per paragraph 

☐  A comparative statement (rank, percentile, or class size) is included if possible 

☐  The letter connects the applicant's strengths to the specific programme applied for 

☐  The closing contains an unambiguous recommendation 
 

Formatting & Authenticity 

☐  The letter is on official institutional or company letterhead 

☐  The referee's official title and contact details are included 

☐  The letter is signed (physically or digitally) 

☐  An official institutional email address is used, not a personal email 

☐  The letter is dated within the validity period required by the institution (usually within 6–12 months) 
 

Destination-Specific Checks 

☐  Submission method confirmed (portal upload, email, or post) 

☐  Any required structured rating form is completed in addition to the letter, if applicable 

☐  Country-specific conventions (see previous page) have been followed 
 

Final Review 

☐  No spelling or grammatical errors 

☐  The applicant's name and programme details are correct throughout 

☐  The letter has been proofread by someone other than the referee 

☐  The letter reads as specific to this applicant — not a generic, reusable template 
 

 

Need help coordinating your references? 
ZSR's application processing service includes guidance on selecting referees, briefing them 
effectively, and reviewing reference letters for strength and compliance before submission. 

 
www.zsrng.com  |  08159692122  |  08159692127 
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