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A Committee Letter is a letter of recommendation on behalf of the Health Professions Advising
Center and offers evaluation and advocacy on your behalf by highlighting your background and
accomplishments, contextualizing challenges, and outlining your overall preparation and motivation
for pursuing a health professional career. These are usually requested for medical and dental schools.

A Committee Letter also operates as a cover letter that summarizes the letters of recommendation
from of faculty, staff, research and clinical supervisors, employers, and mentors. It is important to pick
writers who can speak highly of your achievements, aspirations, and background.

Below is a list of instructions to ensure a smooth Committee Letter process.

Step One:
Students must email hpac@csusb.edu with the following:
o Subject line: Request for Committee Letter - YOUR NAME

The email body must include the following:
o Preferred Email:
o Phone number:
o Recommender Information: Provide information on letter writers. For it
Is recommended to have a minimum of 3+ recommenders.

e For example, it should look similar to this:
o Recommender 1. Name, title, e-mail, phone number, department
o Recommender 2: Name, title, e-mail, phone number, department
o Recommender 3: Name, title, e-mail, phone number, department
o Recommender 4-6: Name, title, e-mail, phone number, department

e ATTACHMENTS: HPAC will need the following:
o Personal statements including activities or send resume/CV

o AMCAS OR Letter Request Form (details below)

Step Two:
o Sign up for an appointment with the HPAC Coordinator using this link:
o CSUSB Pre-Health Advising Appointment (30-min).
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Step Three:

Write a summary highlighting your reason for wanting to pursue a health
profession and any challenges you have faced. When detailing your experiences,
It's important to include your role, level of involvement, contributions, and the
lessons you learned along the way.

o You should address the following questions:

= How did you become interested in the healthcare profession?

= W hat are your strengths, interests, and experiences that relate to this
field, as well as any additional experiences that demonstrate relevancy to
becoming a healthcare professional?

= What is your academic background like, including your major, significant
courses, and any factors that may have impacted your academic
performance?

= W hat extracurricular activities, research, honors, and awards have you
participated in?

= How knhowledgeable are you about healthcare and the ethical issues that
come with it?

Remember that this written summary will serve as a rehearsal for a professional
school interview and will be the basis for your Committee Letter. This letter will
also act as a cover letter for all of the individual letters of recommendation that
will be sent to your chosen professional schools. As such, it's important to come
prepared with a well-crafted summary. Be sure to share your written summary
with the HPAC Coordinator and have your responses ready for discussion.

Interview Resources

Go into your interview confident! It may be nerve-racking, but practicing and
preparation can help calm your nerves.

Interview Skills provided by CSUSB's Career Center.

AAMC Interview Tips
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Letter Request Form

The HPAC Coordinator will be unable to submit the Committee Letter without
your AAMC ID and AMCAS Letter ID. The letter ID can be found on the Letter

Request Form.

Directions from the Association of American Medical Colleges (AAMC):
Print and save a PDF of the Letter Request Form from the Main Menu of the
application from within the Letters of Evaluation section. The Letter Request
Form is a PDF generated by you in the AMCAS application for your
designated letter authors.

This form includes your mailing address, A AMC ID, the Letter ID, and
Information about submitting letters to the AMCAS program. The Letter ID is
a unique 7-digit number assigned to each letter entry on your AMCAS
application, which should be provided to each letter writer in order to
properly match their letter with the correct letter entry you created in the

application.
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Letter of Recommendation Request Example

Example recommendation request:

Subject: Your First & Last Name Recommendation Request

Dear (hame of person),

| am writing to you to request that you provide a reference for me as | begin (insert
reason for letter of recommendation). As you know, | will be (insert what you will be
doing) and have found several exciting opportunities that | am exploring. Because
| aspire to become a physician, | am specifically requesting a letter to be sent to
Dr. Crystal Otubuah, the Health Professions Advising Center Coordinator, as she
will be drafting a Committee Letter on my behalf. Dr. Otubuah is receiving letters

directly via e-mail at crystal.otubuah@csusb.edu.

As my undergraduate (insert relationship; i.e. advisor, professor, mentor, etc.), |
believe that a reference from you would provide (who is receiving the
recommendation) with information to recommend me as a (insert the program,
role, or job title you will be using the recommendation letter for) The deadline for
submitting the letter is (date), and if you are unable to provide a letter, please let
me know. If you need any additional information, please contact me via email or

phone.

Thank you very much for your consideration and support.
Sincerely,

(hname)

(bhone number)

(e-mail)

Professor Example

CSU San Bernardino | hpac@csusb.edu | University Hall 397 | www.csusb.edu/hpac 3/11/24


https://www.thebalancecareers.com/how-to-ask-a-professor-for-a-recommendation-2060798

