Request for Letter of Recommendation 
Note:  While we would like to accommodate quick turnaround times for all of our students requesting letters of recommendation, we cannot promise that we will be able to do so.  Please be realistic in your expectations.  Requests for letters are best met if we have at least 4 weeks between the time you provide us with the information below and the deadline.

Name (as you wish it to appear in the letter):





Date due (list all):  










Purpose for the letter (check all that apply):


⁭ semester abroad program (specify):  _________________________________________

⁭ graduate school 





_____ a terminal MA program (such as an MFA)



_____  MA/PhD program



_____  professional certification (teaching credential, law school, etc.)



_____  medical school

⁭ scholarship


⁭ employment application

⁭ other 





Many institutions allow the applicant to decide whether or not the letter is to be confidential.  While it may satisfy your curiosity to know what your professors have written about you, be aware that your decision to request non-confidential letters may constrict your professors’ honest assessment of your capabilities—and the people who will be reading your letters will be aware of your decision.  If given the choice in the application process, will you be waiving your right to see your letters (thereby making them confidential)?

Yes

No

Good letters of recommendation provide concrete evidence of the kind of student/potential employee you are.  The more information we have from which to write, the more complete out letters will be.  To that end, please provide as much of the following to your letter writers as quickly as possible:

____  a brief description of the program to which you are applying (may include a website link) 

____  a CV (curriculum vitae)/resume 

____  a copy of your transcripts OR a brief paragraph about your academic record

____  a copy of your letter of application (if not required, a paragraph on your motives for applying) 

____  a copy of your writing sample (if required as part of the application process) 

____  complete addresses of where the letter is to be sent (along with stamped, addressed envelopes)

____  a copy of a writing assignment completed while you were in your professor’s class.  Include a brief explanation of what it showcases about your abilities.

Please remember to let your letter writers know what happens with your applications! 
