
Onalaska   High   School  
Le�er   of   Recommenda�on   Request   &   Student   Informa�on  

A�ach   addi�onal   sheet   if   necessary  
 
  

Student   Name:    ___________________________________    Date   Requested:___ _______    Date   Needed: ______________  
 
Purpose   of   Le�er:    (check   one)    ___College   applica�on          ___Scholarship   applica�on         ___Other   ________________  
 
Le�er   to   be   addressed   to:     Admissions   Commi�ee,   Scholarship   Commi�ee,   specific   college(s),   specific   scholarship(s),   or  
name/�tle  
 
__________________________________________________________________________________________________  
 
List   your   future   goals   (career/college/work):  
 
__________________________________________________________________________________________________  
 
__________________________________________________________________________________________________  
 
Academic    ac�vi�es,   leadership,   awards   &   honors   (please   provide   dates):  
 
__________________________________________________________________________________________________  
 
__________________________________________________________________________________________________  
 
Extracurricular    ac�vi�es,   leadership,   awards   &   honors   (please   provide   dates):  
 
__________________________________________________________________________________________________  
 
__________________________________________________________________________________________________  
 
Community    ac�vi�es,   volunteer   experience   and   awards   (please   provide   dates):  
 
__________________________________________________________________________________________________  
 
__________________________________________________________________________________________________  
 
Employment   (please   provide   dates):  
 
__________________________________________________________________________________________________  
 
What   are   3-5   words   you   would   use   to   describe   yourself?  
 
__________________________________________________________________________________________________  
 
Describe   any   unusual   circumstances   that   may   affect   your   life   (family,   personal,   financial,   academic):  
 
__________________________________________________________________________________________________  
 
Describe   your   strengths,   skills,   a�tudes   or   past   experiences   that   might   assist   me   in   wri�ng   your   le�er:  
 
__________________________________________________________________________________________________  
 
__________________________________________________________________________________________________  
 



 
 

Guide   to   Le�ers   of   Recommenda�on  
 
 
Le�ers   of   recommenda�on   may   be   required   for:  
 

● College   applica�ons  
● Scholarship   applica�ons  
● Job   applica�ons  

 

Complete     the   Le�er   of   Recommenda�on   
Request   sheet   on   the   reverse   side   of   this   page.   This   is   your  
opportunity   to   give   those   wri�ng   your   le�ers   the  
informa�on   they   need   about   your   accomplishments,   
ac�vi�es,   and   goals.    Make   a   copy   for   each   le�er   writer.  
 

Choose    the   right   people   to   write   your   le�ers.   
They   should   be   adults   who   know   you   well   and   can   
write   a   posi�ve   recommenda�on.   Some   good   choices   
include   teachers,   school   counselors,   coaches,   clergy,  
or   supervisors.   Do   not   choose   parents   or   rela�ves.  
 

Give    the   le�er   writers   plenty   of   �me   
(at   least   two   weeks)   to   write   your   recommenda�on   
le�er   and   let   them   know   your   deadline.  
 

Thank    your   le�er   writers.   Write   a   short   note   to  
show   your   apprecia�on.  
 
 
 
 
 


