
How to Request a Recommendation for College or Career 
Asking for a Letter of Recommendation 

 
Requesting a letter of recommendation is a big deal – one that plenty of people have ruined by not considering the needs of the person they are hoping 
will write a recommendation. Fortunately, a little effort and a little etiquette are all that is needed to properly request a letter. 

• DO ask people who have known you for several years (or at least for more than one class), preferably under a variety of circumstances (student, 
employee, club/church member, etc.)  

Choosing Who To Ask 

• Do NOT ask people solely because they are well-known or powerful. For instance, a thoughtful recommendation from a teacher is better than a 
vague letter from a congressperson or the counselor you never see.  

• Do NOT ask people whom you have let down. 

Ask in person if possible. If not possible, send a short note explaining not only the request, but the context: 

Knowing How to Ask 

 “Mr. Smith, 

 As you might remember, I was in your Analytical Math Class last year. Well, I’ve recently decided to take the plunge and apply to college! The 

 schools I am looking at compliment both my professional goals and what  I have learned and done in high school. 

 Your recommendation will be very helpful in my getting into the schools I am most interested in and I was hoping you would be willing to assist 

 me with this. The deadline is a month away. Let me know what you think, and I’ll get you all the details you feel you need to write a complete 
 and persuasive letter. 

 Thanks for your continued support.” 

After the person has agreed to write the letter of recommendation, provide him or her with supporting documentation (see below) and a short 
reminder/thank you note. 

Give the recommender plenty of time (at least 2 weeks if not a month, if possible). If the person has not told you the recommendation has been sent, 
send a polite reminder a week before the deadline. 

Make the recommender’s life easier by providing all the necessary information. Ask if electronic or print materials are preferable. Include: 
Providing Basic Information 

• The requester’s contact information  

• The name, title and address of the person who will receive the letter  

• Any guidelines mentioned or specific documents provided by the college/internship/company  

• A current resume or list of activities/honors 

• An example of pertinent work (like a research paper or art portfolio), if relevant  

• The name of the counselor to give the letter to 

• A deadline for writing the recommendation 

Saying thank you for a letter of recommendation is important. First, it is the right thing to do. After all, the other person did not have to write a 
recommendation, but was doing a favor. Second, a person might need to ask someone for more than one letter, so it is a good idea to stay in that 
person’s good graces. A thank you letter should be sent promptly, but it need not be detailed. A couple of sentences should suffice: 

Sending a Thank You Letter 

“Dear NAME, 

I wanted to let you know how much I appreciate the letter(s) you recently wrote for me. You have been a wonderful teacher, and I am truly thankful for 
your support as I begin this next stage in my life.  

Thank you once again. 

Name.” 
 



 

Date needed (please allow for TWO (2) WEEKS notice): _________________________ 

Student Profile for Letter of Recommendation 

Name of Student (Please write legibly)_______________________________________________________ 

Current Cumulative GPA _______________________   Highest ACT Score ______________________ 

Names of colleges being applied to: 

_________________________________  __________________________________ 

_________________________________  __________________________________ 

_________________________________  __________________________________ 

 
What is the toughest obstacle you have overcome?  How has it changed you? _______ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 

 
Describe yourself in three words: ________________________________________________ 

How would your parents describe you in three words? ____________________________ 

Please give an anecdote of one of the above: ______________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
_________________________________________________________________________________ 
__________________________________________________________________________________ 

 
What are your strengths? _________________________________________________________ 

What are your weaknesses? _______________________________________________________ 

 
Are you a leader?  If yes, give a description of your skills. ___________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 

 
 
 
 



 
Please list any honors/awards you’ve been given: ______________________________________ 

____________________________________________________________________________________  
____________________________________________________________________________________  

 
Do you work well under pressure?  Please explain.  ____________________________________ 

____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

 

Do you feel that you will be successful after college?  Why?____________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 

 
Activities/Volunteer Work  Schools Years     Description of Activities

(example) 
_____ 

Soccer_____________________________9,10,11___________

_________________________________________________________________________________ 

 played forward and mid-field 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
 

________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
(You may attach a resume or continue on a 2nd sheet of paper) 

 
 

Any additional information I need to know to write this letter of recommendation? 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
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