
Student Request for a Letter of Recommendation 

**Note: You only need to submit this form if a SCHOOL COUNSELOR letter of recommendation is required. 
Please allow a minimum of 10 in session school days for letter completion. 

Student Name: _________________________________________ 

Reason for Recommendation (Check all that apply.)  

                Scholarship 

                Academic letter of recommendation to be included with my transcripts 

** To have a letter of recommendation sent, please follow these instructions:  

1. Complete your college application. 
2. Determine who the college requires letters of recommendation from (school counselor, teacher, etc.). 
3. If the school requires a counselor recommendation, fill out this form about yourself. 
4. Submit this form via the directions posted on the Manheim Central Guidance Department site under 

Guidance Forms & Requests. 
5. Fill out a Transcript Request Form to finalize where your transcript and letter of recommendation will 

be sent. 
General Student Information:  
1) Describe your educational, career, or personal goals: 

a. What major/field of concentration do you intend to study? Have you decided on a particular job?  Please 
relate how you arrived at this particular choice.  

 

 

 

 

2) Extracurricular Activities 

a. Please list any extracurricular activities that you have participated in during high school.  For each activity, 
please indicate how long you have been involved, and any leadership positions held. 
For example: Student Council – 9, 10, 11, 12; President (12) 

 

 

 

 

 



 

b. Please list any volunteer experiences or community service projects with which you have been involved.  For 
each project please explain for whom and where the service was given, what you did, how many hours you 
volunteered, and how long a time this project was overall.  
For example: Aaron’s Acres (June 2011-July 2011); At Aaron’s Acres I volunteered as a camp counselor for special 
needs children.  Everyday I would work one-on-one with a camper helping them with fun summer activities such as 
swimming, horseback riding, and music time.  Camp was held at the Lancaster Jewish Community Center where I would 
volunteer for approximately 4 hours per day for 4 weeks. 

 

 

 

 

c. Please list any after school job(s) that you have had.  For each job please indicate the name of the 
employer(s), the nature of the work you did, the number of hours you worked per week, and the length of 
time you were employed. 
For example: Valentino’s Restaurant (May 2011 – present); At Valentino’s I work as a hostess where I am responsible 
for seating customers, clearing dishes from tables, and cashing individuals out when they are finished with their meal.  I 
work approximately 12 hours per week. 
 
 

 

 

 

3) Tell Me About Yourself 

a. Please select three adjectives that you think describe you the most and provide an example of why this 
adjective describes you.  For example, you could describe yourself as hardworking because you stay after practice to 
work on newly learned plays.  As a result, you were given the MVP award for the 2010 season.  Remember, this is 
where you want your letter of recommendation to be extremely personalized.  Please consider this section 
carefully.   

i. Adjective: 
Example: 
 

ii. Adjective: 
Example: 
 

iii. Adjective: 
Example: 
 



b. What makes you unique from other applicants and/or what are your greatest strengths?  In other words, 
what is something about you that might distinguish you from other applicants? 

 
 
 
 
 
 
 
 
4) Other Important Information 

a. Please list any additional information that may be beneficial to include in a letter of recommendation.   

 

 

 

 

5) Once complete, please email this completed form to your School Guidance Counselor.  
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