
Welch Hall 450 
(310) 243-3301

REQUEST FOR LETTER OF RECOMMENDATION 

Instructions:  Complete the form electronically or print in black or blue ink. The Office of the President 
requires one (1) month lead time for letter to be written. Completed forms must be submitted with 
required documents before the recommendation letter can be prepared. Graduate school applicants 
must attach the following: 

Current Transcript 
Statement of Purpose 
List of Schools with addresses, deadline dates, and whether a school form is provided 
School Forms (if provided) 
Stamped and addressed envelopes 

Requests must be submitted to the Office of the President in Welch Hall 450, or via email at 
officeofthepresident@csudh.edu. 

Date:  Deadline for Recommendation: 

Full Name:  

Address:  

Phone Number(s): 

Purpose of Letter 

Graduate School:  
Program / Degree 

1. *** If for Grad School – Who should the letter be addressed to? If it is to someone specific,
please write down name of person and their title.

2. *** Complete address of school you are applying to. Some departments have different
addresses than the main campus. Make sure this is correct. We will not check for you.

mailto:officeofthepresident@csudh.edu


Request for Letter of Recommendation  Page 2 

3. *** Supply envelope with stamp if we need to mail it for you. 
 

4. *** If we need to submit via online portal, send all information to 
officeofthepresident@csudh.edu. 
 

 
Employment:  

Position 
 
Scholarship / Fellowship:  

Name / Type 
 
Personal Character Reference:  

Purpose 
 
How do we know you? 
 
 
 
 
 
 
Some outstanding traits/qualifications for the position you are applying 
 
 
 
 
 
 
Relevant activities, associations, employment (include dates) 
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Character Description: 
 
 
 
 
 
 
Special accomplishments to be highlighted in the recommendation: 
 
 
 
 
 
 
Party to whom the recommendation should be addressed: 
 
 
 
 
 
 
Is the letter confidential?    Yes       No 
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