A letter of recommendation can be a valuable addition to your college
application, but it is important to give your recommender all of the tools they
need to write you an amazing letter.

Be Considerate

e |ttakes a lot of work and time to write a letter or recommendation.
Make sure that you need one before you ask, not all colleges need

and/or accept them

First ask is in person or by email
‘ e Approach the teacher in person or by email for the initial ask

Student Information Form

e Provide the recommender with your information immediately, via
email. The more information you provide, the better.
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‘ e Loginto Naviance and make the official request.

TWO WEEKS

e Give your recommender AT LEAST two weeks to write the letter
after your Naviance request
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Recognition required

completed their letter. If you need a blank thank you note, see the
College and Career Center!

‘ e Write a thank you note to your recommender once they have




