RESUME TO REQUEST LETTER OF RECOMMENDATION
(Student: Complete this information sheet, make copies front and back, and give to the person you need a letter from. Make sure you give the writer a minimum of 2 weeks to complete.)

Your full legal name: ____________________________________ Date letter is needed by:_____/_____/_____

GPA: _________weighted    ___________un-weighted                 Class Rank: ________ in a class of ________
SAT score: _____________	ACT score: ______________

Reason for Recommendation: __________________________________________________________________
Name of College(s) or Scholarship(s) you will use this letter for:_______________________________________
__________________________________________________________________________________________
Intended College Major: ______________________Long Range Career Plan____________________________


Advanced Coursework – Honors, AP, College Prep (including current classes or attach transcript)
	Course
	grade/score
	Course
	grade/score

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



School Activities – Clubs, Sports, Etc.
	Activity – Club/Sport (JV or V)
	# of years
	Activity – Club/Sport (JV or V)
	# of years

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _GoBack]
Letter or Recommendation writer: Please save the letter you write in a folder in your computer. Colleges and scholarships look not only at the date of the letter but also to ensure their name is included in the letters they receive. Thank you for your help and time!


Awards/Honors – List any honors, awards, or other special recognition you have received

	Name of Award
	Date Received
	Name of Award
	Date Received

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Community Service – Indicate the community service activity in which you participated during high school

	Name of Organization you volunteered at and what you did while there
	Number of years/months
	# of hours of service

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please share any other information that would be helpful in writing a letter for you.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Remember to give your writer plenty of time to complete your letter!
