Reference Letter Request 

Procedure and Form
V1.0 (10 April 2017)
Procedure for Requesting Reference Letters from Ertan Onur

Updated from M. Ufuk Çağlayan’s Text (December 9, 2012)

· If you are applying for graduate study (MSc, PhD or first MSc then PhD) or for a position at a company, you may request a reference letter (RL) in paper form or may request your reference information plus possibly a reference letter to be uploaded to a web based reference system. The rules below will be applicable. 

· No reference letters will be given for those who are applying for MBA program, immediately following BS/MS graduation. 

· No reference letters will be given for those who are attending the same level program in our department, that is, do not request a letter for another MS/PhD program if you are already an MS/PhD student in our department.

· Please ask for an RL ONLY if you satisfy one of the following
· Accomplished Course Work: you have taken at least one of my courses and scored BA or AA in at least one of them,

· Accomplished Joint Work: you have volunteered in a technical task of the WINS Lab (wins.ceng.metu.edu.tr).
· Properly fill all the fields of the Reference Letter (RL) Request Form that is available on my web site. An incomplete RL Request Form will simply be thrown away! 

· If you want your reference information plus possibly a reference letter to be uploaded to a web based reference system or if the university that you apply requires such a method of reference entry, then you must still fill all the fields of the RL Request Form. Also, all significant information about me as referee must be entered to the web based reference management system. I will receive an email from the web based reference system, then I will write your reference letter and upload it only if you have fulfilled all the requirements. 

· Plan ahead! RL’s in paper form will be returned to you at least a week later. Similarly, for web based reference systems. 

· In case you request RL’s in paper, make sure that you also submit one envelope per RL to me. All envelopes must contain the addresses of the sender which is me and the addresses of the recipient which is the university you are applying for and also the statement “REFERENCE LETTER FOR:” and your names and lastname in the lower left corner of the envelope. 

· In case the university you are applying for has special reference letter forms, fill in all information related to me on the original reference letter forms, except the date and the signature. The information you need is given below 

Dr. Ertan Onur

Middle East Technical University

Department of Computer Engineering

İnönü Bulvarı No:1

06800 Çankaya Ankara Turkey

Email: 
eronur@metu.edu.tr
Tel: 
+90-312-210 5534

Fax:
+90-312-210 5544

· When you come to pick your RL’s, you will have to lick and seal the envelopes yourself, then I will sign the envelopes to complete the procedure. 

· Requesting an RL implies that you have read this document completely and accepted its terms and conditions. 

Reference Letter (RL) Request Form, Term and Conditions
	Your name and surname

	

	EMail address 
Phone number (accessibility info)

	

	Previous Degrees and GPAs                            

BSc University, GPA

MSc BSc University, GPA

PhD BSc University, GPA
	

	Do we have any joint works (Project, paper, …)

Date, Capacity, Scope

(if none, please do not ask for an RL without getting my consent in advance)
	

	Which of my courses did you take 

Code/Title/Year-Semester/Grade
(if not taken any or scored BA or AA in any one, please do not ask for an RL)
	 

	Applied degree

	MSc             PhD                MSc+PhD


	Research area
(if not in the field of  networked systems, please do not ask for an RL without getting my consent in advance)
	

	Hobbies and other non-technical stuff

	

	Applied university+degree or company+position
(full address)

(if not known in advance, please do not ask for an RL)
	

	Language

	English                     Turkish

	Anything else to be expressed in the RL

	


