[image: ]                         Requesting A Letter of Recommendation 
Directions


Providing the recommendation writer with as much helpful information about you as possible will result in a better letter!  Take some time to complete the form, and think sincerely about your answers.  Be sure to answer honestly, focus on your strengths, and ask others to review the information.  They may know more that you can share! 
 
Who to Ask? You can’t have too many!  Ask anyone you think supports your goals! Change your answer to Question #9 to include specific details for each kind of recommender:
1. Teacher: You need a reference who can attest to your academic abilities and strengths, your participation level, and communication skills
2. Employer:  Your boss can write about your work ethic, punctuality, ability to work independently, team work, responsibility, and organization skills
3. Coach/Advisor: Someone who can share your time management skills, determination, focus on overcoming obstacles, and ability to accept criticism
4. Pastor/Family Friend: NOT A FAMILY MEMBER!!  Someone who has known you for a LONG time and can write about your ethics, morals, and your support system at home.
 
Etiquette and Tips:
1. Ask for permission to request a letter, make sure they are comfortable providing a good reference.
2. Complete the profile form neatly in black or blue ink, or retype in a document.
3. Make copies of the information so you can give one to each person you are asking for a letter.  If possible, include a copy of the scholarship summary or job duties, and attach a current resume if you have one.
4. Provide a pre-addressed, stamped envelope for them to mail the letter to the organization, or to you.
5. Request letters at least ONE MONTH before they are due, no less than TWO WEEKS!!  They are doing you a favor, make it easy and do not wait until the last minute.
6. Send a reminder note/email one week before letter is due if you haven't received it.
7. Deliver a hand written thank you note once you have received it.
8. Make copies to keep in your binder so you have them ready to send out!
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Student First and Last Name _____________________________________________ Grad Year __________
Email Address _________________________________________________   Date Letter is Due __________
Academic GPA ________ Class Rank ______  Test Scores (PSAT, SAT, ACT) ___________________________
Awards/Honors (Academic, Athletic, Community):      ____________________________________________
________________________________________________________________________________________
Association:  How long have you known writer? Since ______________  
· 
· Teacher
· Employer/Supervisor
· Advisor
· Family Friend
· Counselor
· Other ________________

Reason for Letter:
· On-line Common App (private colleges)
· Scholarship - Hard Copy_____  Digital _____
· Job Application - Hard Copy _____ Digital ______
· Other _________________________________________________________________
Name to address letter to: 
· To Whom It May Concern
· Other (List Names) _______________________________________________________

List of Target Schools, Scholarships or Jobs you are applying for: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________


1. Describe your educational goals (school, major, degree):

2. Describe your career goals (what do you want to be when you grow up? Field you want to work in?):

3. What do YOU think are your greatest strengths?  Name one quality your best friend or parent would share about you:



4. School Activities (sports, clubs, student government):  Include year (9-12th), and any leadership roles:


5. Community & Volunteer Activities (clubs, hobbies, family, church, work, etc):


6. Unique Experiences (trauma, travel, internships, family hardship, leadership opportunities):


7. List five descriptive words that writer can use about you... avoid simplistic words like "nice" and "funny":


8. Share a song, movie, quote or novel that represents you and explain why:

9. Is there anything else you would like to share or have included in the letter?
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