
 
 
Instructions for requesting confidential letters of recommendation from within the 
ECG Faculty Fellowship application 
 
1) Open the ECG application in Interfolio. Go to the first step of the application (the “Documents” 

step), scroll down to the “Confidential letter of Recommendation or Evaluation” section and click 
“Add File” on the right-hand side. 
 

 
 

 
2) In the following screen, click on “Request a Recommendation” and then “Request.”  (Alternatively, 

if your recommender has already submitted a confidential letter of recommendation to Interfolio on 
your behalf, click “Choose Existing” and add the appropriate file.)  
 

 



 
 
 
3) On the next screen, click “add them” at the top to make a new recommendation request. 
 

 
 
4) Then enter the contact information of your intended letter writer on the following screen, along with 

the other information requested by Interfolio, and click “Send Request.”  An email will immediately 
be sent to your letter writer with instructions on how to submit your confidential letter of 
recommendation.  
 

5) Repeat the process for your other letter writers. 


