How to Write a Strong Nomination Letter
1.  Identify the person you want to nominate and start the process months ahead of time.

2.  Read and make sure you understand the criteria for judging who receives the award.

3.  Get a copy of the nominee’s c.v. and identify ways in which she meets the criteria.

4.  If possible, involve the person you are nominating so that you can get accurate and detailed information about things that are and are not on the c.v.

5.  Try to identify something that you can use as a theme in the letter, or write a kind of “thesis statement” that sums up the person’s qualifications at the beginning.

6.  Organize the letter effectively, using specific details—numbers, facts, examples, anecdotes—to illustrate your generalizations.

7.  If possible, show early drafts of the letter to the nominee and other trusted readers to get feedback on how to improve it.

8.  Solicit letters of support from others whose reputations will help the nominee be considered favorably. Supply helpful information to the writers of supporting letters.

9.  Have someone check the final draft for typos and other mistakes before you print it and submit it.

10. If at first you don’t succeed, revise the letter as needed and nominate the person again at the next opportunity.

Examples of a theme/thesis
1. _______’s contributions to general and professional education could well be summed up as building bridges. In ten years as a full-time professional faculty member with a joint appointment in  _______ and the _______ , she has worked on bridges related to courses, programs, departments, and professions. 

2. ____________ has taught and administered programs at Brigham Young University for more than 25 years, most of that time as a part-time teacher. She exhibits the kind of work ethic and professionalism that one wishes were characteristic of all full-time faculty. To find such constant striving to improve in a part-time faculty member—when there are virtually no extrinsic motivations or rewards for doing so—is truly admirable. I believe the time has arrived to formally and materially acknowledge __________’s significant contributions to the university.

Examples of supporting detail
Too general:
I am the lobbyist for the ___________ Association and was hired when [nominee] was the _____-elect in 1994. ________ didn’t stop working hard when she stepped down from being the _______. She continues to be one of the most effective members at the grassroots level.

More specific:
I have been very impressed by ________’s work in the political arena. As ________-Elect, she worked tirelessly to identify state issues of importance to [the organization], then took action to deal with those issues. She spent hours at legislative meetings, both to get to know legislators better and to keep on top of the issues. She participated in party fund-raising events to elevate the visibility of the Association and got other members involved. She also helped develop the role of the lobbyist hired by the Association.

Even more specific by use of an anecdote:
When __________ became ________, her focus changed to national issues. She set up the state grassroots liaison structure, which enabled the organization to develop relationships with Utah’s senators and representatives. She was always very enthusiastic about _____’s public policy issues. I attended the ____ Legislative Symposium with _______ in March 1997 in Washington, D.C.  She arranged for us to visit every single senator and representative from Utah in one day while we were in Washington. We had students with us and had to travel to different buildings in the rain. She kept us all together and guided the discussions we had with each office. The visits were a great success because we were able to educate the representatives about _______________. Every member of Congress, especially Senator Hatch, was surprised and impressed by the education of ___________ and our contribution to the health care team. 

Specific through use of numbers:
The best reflection of Dr. ___________’s skills lies in her student outcome. During the last four years, BYU has placed 83% of the didactic graduates who apply for internships. Much of this is due to the extensive time and preparation ___________ puts into their learning experiences and professional application procedures. The pass rate on the last ten Registration Examinations has been 100% for the didactic graduates and 96% for the Coordinated Program graduates. Graduate evaluations of the program, following internships or job placements, have consistently been positive.

Another example:
Dr. _______________ is passionate about teaching ____________ and improving the quality of ________ instruction at the university. She has taught [name of course], the university’s largest general education course in___________, every semester since she joined the Department of _______ in 1993; she has taught the Honors sections for the past four years. As a teacher, she is known for her ability to create a supportive classroom community while still providing a rigorous course. Her teaching ratings in [name of course] have been consistently high, with average course/instructor ratings of 5.5/5.9, and they continue to rise. Last term her ________ course ratings were 6.0/6.5.

____________ is able to be as effective as she is because she is a practicing technical writer, having co-authored 10 technical manuals on computer software, 14 university-level textbooks on computer applications, and a textbook on oral presentations. Her textbooks have been adopted at some of the best universities in the nation, and currently sell at the rate of 200,000 books a year. Work on these books has the happy effect of not only keeping her technical writing skills sharp, but also of helping her stay abreast of the constant innovations in computer technology.

Another example of being specific with numbers:
To set __________’s achievements in context, I would first like to outline the remarkable range of courses she has taught since 1976, when she joined the part-time faculty in the BYU _______ Department. She has taught mainly in the general education curriculum, including ________ as well as five of the six advanced _______ courses offered in that department: ______ 252 (now 314), 312, 313, 315, and 316. She has also taught numerous sections of an introductory course for _______ majors, _____________. Her desire to diversify and become proficient in teaching various courses no doubt led to her selection as a temporary full-time lecturer in the ________ Department from 1994-97. 

Since she became coordinator of the ______________ program in 1998, ___________ has repeatedly taught sections of Honors 303R and supervised her associates in the teaching of Honors 214R, focusing on the theory and practice of __________. As a consultant for __________ since 1998, she has also co-taught six professional development seminars for faculty on ____________. Altogether, in the last 25 years, she has taught 107 sections of courses that involve as many as 7-8 papers per student. A conservative estimate is that she has taught well over 2,000 students how to ________ or how to teach/tutor _________, and she has read and graded some 75,000 pages of student writing. She has done all this not only cheerfully but enthusiastically. 

