2023 Letters of Recommendation Requests: User Guide
OPDs with which DRF/DRAF does not have a current relationship (groups that have never received funding before or have not received funding in the past three years) are required to provide two references as part of their application. To initiate a request for references, please complete a Letter of Recommendation Request form for each reference. The Process step by step is described below:
	Step 1:
On your Application Homepage, find and open the “Letter of Recommendation Requests” page. 
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	Step 2: 
For each Reference, create a Recommendation request form by using the “+New Request” button.
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	Step 3: 
Complete and Send the Letter of Recommendation Request Form.

This form is made up of five questions – Name of the Proposed Reference, Reference’s Email address, Reference’s Organization, Your Organization’s relationship to the Reference, and a field for any notes or messages you’d like to share with the Reference.  

After you complete the form, use the “Send” button to submit it. You will be returned to your Letter of Recommendation Request Form page. Here you can see the requests you have sent and their status.  

When you have finished creating these requests, use the “Close” button to return to your Application homepage.
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	What happens next?
An automated email is generated and sent to each of your References, asking them to complete a confidential Recommendation form. When they submit this form using the link provided, it is automatically attached to your Application in Zengine for DRF review. A sample of this email is pasted below, for your information. 





Sample Email:
To: Rebecca Rittgers
From: Antoinette Harris, Director of Grants Administration, Disability Rights Fund
RE: Request for Reference

RRR Test has applied to the Disability Rights Fund for a grant and has listed you as a reference. Please use the link below to complete a short reference form.  Your responses will be confidential and not shared with the applicant. 

https://webportalapp.com/sp/collaborator_input/drf/155551/54086805/1726999fe08f905eb65f
If you have any questions or concerns, please contact us at grants@disabilityrightsfund.org
Thank you for your assistance.
The DRF Program Team
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