Recommendation Request Form for CSEMS, CSTEP, and LSAMP Students

A recommendation letter is an extremely important part of any application. You should ask people who are most familiar with your academic abilities and personal traits for recommendation letters. Professors, research advisors, former bosses, and program staff are your best choices for recommendation letters. Since you are asking a favor of a person who is more than likely very busy you should give your recommender at least two weeks, at the minimum, to write a letter for you. If you request a letter a day or two before the deadline, your recommender will not have the time to write a strong letter for you, and, in fact might not have the time to write a letter at all. Letters of recommendation from family members and friends are never appropriate. You should also supply any information that you have about the program, for example, brochures, and information downloaded from a web site. It also a good idea to supply a web address of the program to which you are applying as well as a stamped and addressed envelope for your recommendation letter. If the recommendation is to be completed  on-line, get the permission of your recommender before you submit their name and contact information. 
You can make the process of writing a letter or submitting an on-line recommendation for you much easier for your recommender by supplying them with information given below:

Name: ______________________________ SOLAR ID #______________

Phone # _______________________ E-mail _________________________

Name and address of the organization, school, or program for which you are requesting a letter of recommendation.

Contact Person: 
________________________________

Program Name: 
________________________________ 

Program Address:
________________________________

Program Address:
________________________________

What is the deadline date for your recommendation letter and application? _________________
Are there any forms that need to accompany the letter? _____Y _____ N

Have you supplied the forms? ______ Y ______ N

If you are applying to a graduate school, scholarship, or fellowship, have you signed the waiver on the application form? ________Y _________ N 

Have you supplied the latest version of your resume? ______Y _______N

Have you supplied a copy of your personal statement? _____ Y ______ N

Have you supplied an unofficial copy of your transcript? ________Y ________N
