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L E T T E R  O F  R E C O M M E N D A T I O N  R E Q U E S T

RECOMMENDATION INFORMATION SHEET 

STUDENT NAME: __________________________________________________ 

REQUESTING LETTER FROM: ________________________________________ 

REQUEST DATE: __________________________________________________ 

DATE NEEDED: ____________________________________________________ 

ADDRESS LETTER TO: _____________________________________________ 

_________________________________________________________________ 

( include complete address when appropr iate) 

COMPLETED LETTER TO: ___________________________________________ 
(Mail/Student) 

PURPOSE OF LETTER: _____________________________________________ 
(portfol io, scholarship, leadership, admissions, etc.)  

ADDITIONAL DOCUMENTS: 
□ Resume   □ Letter of Introduction OR □ Personal Data Sheet (see below)

PERSONAL DATA SHEET 
(Replaces Letter  of  In t roduct ion)  

Relat ionship to Writer:_______________________________________________ 

Future Goals (Career Pathway): _______________________________________ 

Post-Secondary Plans: ______________________________________________ 

Special Interests, Hobbies, Talents: ___________________________________ 

School Clubs, Service Organizat ions: __________________________________ 

Non-School Activ it ies: _______________________________________________ 

Awards/Honors: ____________________________________________________ 

Other: ____________________________________________ GPA: __________  
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