			Letter of Recommendation Request   			
	STUDENT INFORMATION WORKSHEET

Student Name:  ______________________________________________________________
   
Address:  ___________________________________________________________________

Letter to be addressed to: ______________________________________________________
Note:  Generic salutations include “Ladies and Gentlemen” and “To Whom It May Concern”

Letter is for:_______________________________________   Needed by:_______________
 Common App., Regular College App., Job App., Other

1. Future Goals _____________________________________________________________
________________________________________________________________________
2. Plans for college or post-high school education or training  _________________________
________________________________________________________________________
3. School activities ___________________________________________________________
________________________________________________________________________
4. Awards, honors ___________________________________________________________
________________________________________________________________________
5. Community activities/awards/recognitions ______________________________________
________________________________________________________________________
6. Special interests, hobbies, talents _____________________________________________
________________________________________________________________________
7. Your strengths ____________________________________________________________
________________________________________________________________________
8. Your weaknesses __________________________________________________________
________________________________________________________________________
9. Job experiences ___________________________________________________________
________________________________________________________________________
10. Describe your educational goals ______________________________________________
________________________________________________________________________
11. Any extenuating circumstances you have had to overcome to meet your goals
________________________________________________________________________
________________________________________________________________________
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STUDENT INFORMATION

Note: This completed worksheet and the letter of recommendation will be included in your portfolio.  Provide a copy of this worksheet to your letter writer.

For many people, being asked to write a letter of recommendation is not always a compliment. Many individuals think that others owe them a letter.  Around college application time, individuals are flooded with requests.  The result is that people write generic letters that often have little bearing on the true abilities of the students, simply because of the volume of letters requested.

To acquire worthwhile recommendations, consider the following:

People are very busy.  Don’t leave your request for the last minute and expect to be accommodated.
Provide the letter writer with all of the relevant information about your high school career, such as student activities, work experience, future plans for study and career, and why you’re applying to a particular school.
Provide a stamped, addressed envelope if the recommendation is to be mailed.
Write a thank-you note to the letter writer for taking valuable personal time to help you.  This is good practice for job applications later on.
STUDENT INFORMATION WORKSHEET

LETTER WRITER INFORMATION

In order to assist you in writing a meaningful letter of recommendation, this student has been asked to provide you with a completed student information worksheet (see backside).

Please type the letter on letterhead stationery whenever possible.  Complete the letter in block style (see sample), check for errors, and include your signature.  Keep an electronic and/or printed copy of the letter for future use.

The following is a list of criteria you may wish to consider in writing your evaluation:


Scholastic ability
Personality
Motivation
Integrity
Reaction to criticism
Cooperation
Initiative
Maturity
Emotional stability
Leadership qualities


You may wish to include:
Examples of anecdotes to illustrate character or judgment of the student.
A comment about the accuracy of your first reaction to this student.  Do you still feel the same?  Why?
The reason why this particular opportunity (scholarship, employment, college) is a match for this student.
Input from others who know the student.
Comparisons with previous candidates to the same school or for the same award/recognition.
Your phone number for further information.

