
LETTER OF RECOMMENDATION (LOR) REQUEST INFORMATION

Make a checklist of who is requesting a letter of recommendation from you, such as colleges, scholarships, internship programs, etc.

Complete the attached Brag Sheet and prepare all the materials you need to attach such as a resume.  

If the writer needs to mail the LOR directly, provide an envelope with a stamp and the appropriate address.  

If the LOR needs to be completed online, provide the information such as the website and access code, if any.  

If the LOR needs to be completed online, such as for the Common Apps, you will need the recommenders contact information, phone # and email.

Remember that you can also request from other individuals such as coaches, employment/internship supervisor, etc.  Relatives are not usually allowed.  If you are requesting LOR from non Sato staff, and the LOR needs to be completed online, be sure to get all the necessary information from them if needed, such as contact # and/or email address.

Last but not the least, send a message of appreciation to your recommenders.  Besides being thankful, it also shows professionalism.
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LETTER OF RECOMMENDATION (LOR) REQUEST FORM (BRAG SHEET)
Important Reminders:
· Allow ample time for the writer to write your LOR.  Give at least two weeks, no less!
· For Common App, you have to invite the writer by providing their email address on the common app website.
· For LOR to be mailed, provide an envelope with the address and appropriate stamp with this form.

Student name:  _________________________	 Career Goal:  ____________________________________		
Purpose of this LOR:  _______________________________         How many LOR do you need?  ___________				       (college, common app, internship, scholarship, etc)
Do you need LOR from specific teacher(s) (English, History, Science, etc)?    YES                  NO
            If yes, from which subject teacher:  __________________________________________________

Are you a first generation college student?  	YES    		 NO

ACADEMIC
	Total GPA (unweighted):
	University GPA (weighted):



TEST SCORES
	ACT Score:
	SAT Score:

	SAT Subject Test Score:
	SAT Subject Test Score:

	AP Course:                                                  Score:
	AP Course:                                                  Score:

	AP Course:                                                  Score:
	AP Course:                                                  Score:

	AP Course:                                                  Score:
	AP Course:                                                  Score:

	AP Course:                                                  Score:
	AP Course:                                                  Score:



DUAL ENROLLMENT
	Course Name
	College
	Semester Taken
	Final Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



AWARDS
	Type of Award
	Grade/Year Given
	Type of Award
	Grade/Year Given

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



CLUBS / ORGANIZATION
	Name
	Date of Participation
	Role
	Accomplishment(s)

	


	
	
	


	


	
	
	


	


	
	
	


	


	
	
	




COMMUNITY SERVICE / VOLUNTEER WORK
	Name of Service
	Date of Service
	Description of Activity
	Hours Earned

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




SPORTS
	Name of Sports & Club/Team
	Date of Participation
	Awards / Accomplishments

	
	
	

	
	
	

	
	
	

	
	
	




HOBBY / PERSONAL INTEREST / TALENT / SKILL
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PERSONAL EXPERIENCE OF HARDSHIPS / OBSTACLES
If you experience any hardships or obstacles that affected your school performance, write about it.  Describe the experience, how it affected you, and what you did to overcome the situation.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SELF-ASSESSMENT:  If you are writing your own recommendation, below, write what sets you apart from your peers and what makes you worthy of being recommended.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
