Asking Teachers for a Letter of Recommendation

ASK EARLY!  Remember that a teacher cannot drop what he or she is doing to write a letter; they need to plan out their time very carefully.  Provide the details of what you need and a clear picture of the deadline dates.  Be sure to ask a teacher at least one full month in advance out of courtesy.  Some teachers may not need this much time but you never know.

PROVIDE BACKGROUND INFO!  You may remember the class you took with a teacher perfectly and yet they may have a different perception.  Remind them what class you took and when as well as how you did in the class.  Your teacher will be commenting on things like your academic style and personality as demonstrated IN THE CLASSROOM so help them remember by providing details on a project you completed, a presentation you made or a group that you were a part of.  They are looking for ways that you may have set yourself apart from others in the class.  A list of your activities is good too, but that will be secondary information and more what your counselor will write about.
WHERE ARE YOU HEADED?  Don’t forget to let them know where you are applying to, what you hope to study and what your overall career goal is, if you know.  Letting them know how their class helped you along the path towards this goal would be great too.  Remember, you don’t need to overwhelm them with pages of info that they do not have time to read but you want to be sure they can easily write a clear, supportive letter for you.

IF YOU ARE USING COMMON APPLICATION

You must complete your Education section of the application first before you can invite the school official (either teacher or counselor) under the School Forms section.  You will need your teacher’s name, phone number and email address.  You will not need to provide them with any forms or envelopes as everything is done online and they have all been notified about how Common Application works.  You will also be able to monitor when the teacher has completed your recommendation.  If your deadline is approaching, it would be okay to politely remind them or ask if they have any additional questions for you.
IF YOU ARE USING SCHOOL SPECIFC FORMS


You will need to be very organized!  Be sure to provide the teachers with each form that needs to be completed, being sure to sign your section of it first, as well as addressed stamped envelopes for them to send everything off.  Provide a list of schools and deadlines and put it all together in a folder or envelope for them.  Be sure to provide your contact information in case they need anything else.

