Teacher Recommendation Request Form 
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Students should consider having two (2) Letters of Recommendation on file regardless of their university destination, job, or scholarship.

Teacher recommendations are primarily academic references about a specific subject and class. Recommendations take time so ample notice is needed. You must give teachers at least FOUR weeks advance notice when asking them to write recommendation letters. 

You should obtain recommendation letters from teachers who know you well and will write positive things about you as related to their class/subject. Most universities around the world expect recommendations from a teacher of your intended field of study (if you know). Most universities will ask for specific academic subject references (e.g. one from the humanities and one from math or the sciences). Be sure to ask the teacher in a way in which he or she can politely decline. If your teacher says something like, "I’d like to help you but maybe someone else knows you better," you might really want to ask another teacher.  

And finally, thank your teachers. A heartfelt thank-you note (after the due date) on your part is a nice touch to let them know just how much you appreciate their efforts. 

Please use this form when requesting recommendation letters from your teachers. Completing this form will help your teachers to write more effective and thorough recommendation letters. If you are completing a Common Application Form or a specific recommendation form from a program, that form must accompany this request. 

Information for Teachers:
(students fill out)

Teacher’s Name: ___________________	 Student’s Name: _____________________

Student’s Email Address: ________________________________

DUE DATE: I need this recommendation by:  ________________________________

What degree/career/job are you seeking & why? (Circle one and explain)

College admissions 	Job opportunity		Other:_________________

_____________________________________________________________________________

_____________________________________________________________________________

What are 3 words that best describe you?

1) _________________     2) __________________    3)__________________


I think my academic strengths are:
(i.e., participation, challenging myself, ability to understand difficult concepts, group dynamics, improvement, etc.)
1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

I think my personal strengths are:

1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

Some things I want the College Admissions / Company / Scholarship Committee / to know about me:

1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

Out-of-class experiences I have had related to this subject are (i.e., summer programs, reading, extra things I have done that were not required for class, etc.):  

1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

What I remember most about your class:

1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

What is one class project, paper, or activity of which you are particularly proud or which you especially enjoyed?
_____________________________________________________________________________

_____________________________________________________________________________


Some hardships I have had to overcome or working on:

1) __________________________________________________________________________
2) __________________________________________________________________________
3) __________________________________________________________________________

Anything else you would like to add:
_____________________________________________________________________________

_____________________________________________________________________________


