Questionnaire for requesting a letter from Dr. Davies
 
I teach and mentor many people and write letters for a variety of position types, so I use this questionnaire to streamline the process and stay organized. Please answer all relevant questions in this document and email me back. Don’t hesitate to remind me if I have not submitted your letter three days prior to the deadline. I will always email you when I submit, but we have a joint responsibility to ensure that letters get in on time. Note that you should give me at least three weeks' notice to write a strong letter of recommendation for you and I will not be able to submit letters for those requests <1 week.
 
1. Your full name:
 
2. Name you prefer to go by (if different from above):
 
3. Pronouns:
 
4. If relevant, what is/are your major(s) and minor(s) and (presumed) graduation date?
 
5. What capacity do I know you in (i.e., student in course, researcher in lab, etc)?
 
a. If you were a student in one of my classes, please share the name of the class, the semester/year that you took the course, and the grade you received in the course
 
b. If you were a researcher in my lab, please share the semester/year you started/ended working with us, the role(s) you had during that time (i.e. UROP, research for credit, volunteer), the project(s) that you worked on, and your primary research mentor(s) during your time in the lab. If you worked for multiple semesters, a bulleted list if great. 
 
6. What is the name(s) of the position(s), the organization that offers the position(s), the instructions for letter submission (i.e. portal, email), and the due date(s) for the positions you are applying for?
Example: NSF-REU xx, University of xx, portal link will be emailed, March 2, 20xx
 
7. What are the specific aspects of you/our relationship that you hope I will be able to address in my letter? Specific examples of interactions are necessary for me to write a strong letter for you. If you are applying to medical school (but this can be helpful for other positions as well), please look at the core competencies at the end of this document and pick out specific ones that you think I can specifically speak to and use specific examples of interactions that we have had. This is the most important part of my letter for you, so spend some time thinking about these interactions and provide a thoughtful, organized response. It can be a paragraph or bulleted format, but no longer than about half a page.
Note that if you cannot think of any significant interactions we have had, I will not be able to write you a strong letter. If you are not able to provide specific interactions, I will only be able to write a generic letter. This type of letter will only negatively impact your application. If you feel like this applies to you, I would strongly advise you to seek out recommendations from advisors/mentors that have been better able to observe your skills.
 
8. What is your motivation for seeking this position? Why is this the right position for you?
 
9. If appropriate and you are comfortable sharing, please share any hardships that you have faced in your life/in college that have impacted you and your learning while at BU. These sorts of details can help demonstrate a candidate’s resilience.
 
10. Please share here any final details about the position or yourself that have not been covered in the above questions that you think I could specifically speak to in your letter.
 
Please keep in touch and share any successes you have! As professors, we love hearing from our previous students/mentees and these emails are definitely my favorite to receive! If you were a researcher in the lab, it also helps me to keep my “Missed Members” tab on the lab website up to date 
 
Core Competencies
 
Interpersonal Competencies
· Service Orientation: Demonstrates a desire to help others and sensitivity to others’ needs and feelings; demonstrates a desire to alleviate others’ distress; recognizes and acts on his/her responsibilities to society; locally, nationally, and globally.
· Social Skills: Demonstrates an awareness of others’ needs, goals, feelings, and the ways that social and behavioral cues affect peoples’ interactions and behaviors; adjusts behaviors appropriately in response to these cues; treats others with respect.
· Cultural Competence: Demonstrates knowledge of socio-cultural factors that affect interactions and behaviors; shows an appreciation and respect for multiple dimensions of diversity; recognizes and acts on the obligation to inform one’s own judgment; engages diverse and competing perspectives as a resource for learning, citizenship, and work; recognizes and appropriately addresses bias in themselves and others; interacts effectively with people from diverse backgrounds.
· Teamwork: Works collaboratively with others to achieve shared goals; shares information and knowledge with others and provides feedback; puts team goals ahead of individual goals.
· Oral Communication: Effectively conveys information to others using spoken words and sentences; listens effectively; recognizes potential communication barriers and adjusts approach or clarifies information as needed.
Intrapersonal Competencies
· Ethical Responsibility to Self and Others: Behaves in an honest and ethical manner; cultivates personal and academic integrity; adheres to ethical principles and follows rules and procedures; resists peer pressure to engage in unethical behavior and encourages others to behave in honest and ethical ways; develops and demonstrates ethical and moral reasoning.
· Reliability and Dependability: Consistently fulfills obligations in a timely and satisfactory manner; takes responsibility for personal actions and performance.
· Resilience and Adaptability: Demonstrates tolerance of stressful or changing environments or situations and adapts effectively to them; is persistent, even under difficult situations; recovers from setbacks.
· Capacity for Improvement: Sets goals for continuous improvement and for learning new concepts and skills; engages in reflective practice for improvement; solicits and responds appropriately to feedback.
Thinking and Reasoning Competencies
· Critical Thinking: Uses logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems.
· Quantitative Reasoning: Applies quantitative reasoning and appropriate mathematics to describe or explain phenomena in the natural world.
· Scientific Inquiry: Applies knowledge of the scientific process to integrate and synthesize information, solve problems and formulate research questions and hypotheses; is facile in the language of the sciences and uses it to participate in the discourse of science and explain how scientific knowledge is discovered and validated.
· Written Communication: Effectively conveys information to others using written words and sentences.
