Request for Letter of Recommendation

To ___________________________________________.    Today’s Date ____________________
From __________________________________________  Due Date _____________________

*Student, please give this letter request for to your letter writer no less than 21 days before the letter is due.

Letters may be made to read generically, or list to whom the letter should be sent. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _gjdgxs]Note:  Completed letters should be given back to the student requesting the letter.  Letters are to be kept by the student in their files and by the writer in their computer files.  Ask your letter writer if you make more copies as needed or if they could supply you with more.  Make sure the date and other content is current.

The letter should emphasize:  (Circle your choices)
1. General letter of recommendation
2. GPA and academic record
3. School activities/involvement
4. Community activities/involvement
5. Financial need
6. Careers goals
7. Personal characteristics
8. Other ________________

Complete the items below or attach any information that may be helpful to your letter writer such as a résumé, your personal statement, etc.

Career goals  ____________________________________________________________________________________________________________________________________________________________________________________

Teachers Who Know Me ____________________________________________________________________________________________________________________________________________________________________________________

Financial Need (be very specific if this is a factor)  ____________________________________________________________________________________________________________________________________________________________________________________

School Activities and Offices ____________________________________________________________________________________________________________________________________________________________________________________ 

Awards/Honors  ____________________________________________________________________________________________________________________________________________________________________________________

Employment  ____________________________________________________________________________________________________________________________________________________________________________________
