
Letters of Recommendation Requests
Some things to think about in preparing a short summary for your teacher

1.
The best piece of work (paper, lab report, oral presentation, group project, etc.) that you


did in this class.

2.
Your proudest moment in this class and why.

3.
The experience or moment that challenged you most in this class and why.

4.
An instance when you were a strong collaborator in a group project in this class.]
5.
A time when you acted as a leader in this class.  Use examples.
6.
A time when you were an effective communicator in this class, in a writing assignment or 

oral presentation.

7.
What you enjoyed most about this class.

8.
How you’ve grown as a result of taking this class.

Sample letter of recommendation request for teacher (please rephrase with your own words)

If emailed, no address necessary

If mailed, use business letter format and include full address, date


Dear Ms. XXXX,

Thank you for being willing to write me a letter of recommendation for college.  I really appreciate it!

I am applying to several colleges and they have slightly different requirements  - below is a summary of them to make it easier to keep track.  They can all be done electronically; if you would like to mail them instead, please let me know (your address so I can mail you addressed, stamped envelopes).  I’ve also indicated the dates they need to be submitted and whatever information I have about the submittal requirements. 
The focus is supposed to be on me as a learner in the classroom.  I’ve been told that colleges are interested in specific examples of what sets me apart from my peers, and that it can be helpful to think about what class is like when I’m not there.  I've included a copy of my resume/any high school forms used/sample work and some of my thoughts about what I learned in your class.

I'm thinking about majoring in ______________.   (Add a short summary statement about why/what you’ve done already/what you’re planning.)  I really appreciate all the years with you as a teacher …… (personalize).

Thanks again for your help.  Please let me know if you have any questions about anything.
Sample letter of recommendation request for high school counselor IF NO HIGH SCHOOL FORM is used by your school

Dear Ms. YYY,

Thank you for being willing to write me a letter of recommendation for college.  I really appreciate it! I am thinking about studying _____. I am interested in ______. My classes and activities both in and out of school have prepared me by _____. These schools are great fits for me because ______. 

Common Application Schools 

The earliest deadline is November 1.  If you prefer to mail them rather than submit online, they need to be received by the dates shown.

1.
College 1 – submit online (or mail to receive) by Nov. 1 (early action)
2.
College 2 – submit online (or mail to receive) by (date)
3.
College 3 – submit online (or mail to receive) by (date)
Individual Applications

5.
YYYYY University – postmark or email by (date)


You should receive an email from them with instructions.  


If you prefer to send by mail, please see draft letter on following page. 


Indicate:  ________ (your name), freshman applicant for Fall 201X, SSN XXX-XX-XXX, DOB X-XX-XXXX or applicant ID # if provided.


Email to:  (email address)


OR mail to: 
(college address)  (see stamped envelope provided)

6.
College 7
They requested your contact info and will contact you if needed.

I've really enjoyed my time at XXHS. (include short summary or bullets about your activities, projects, leadership roles, etc.)

Thank you! 

Sample letter of recommendation request for coach/employer/minister/etc.  (please rephrase with your own words)
If emailed or through Common App, no address necessary
If it is to be mailed, use business letter format and include full address, date – attach printed copy

Dear Ms. ZZZZZZ,

Thank you for being willing to write me a letter of recommendation for college.  I really appreciate it!

(If not through the Common App: Since it's a supplemental letter, there is no set format and it's fine for it to be short.)

The main focus on my strengths and how I would contribute to a unique, diverse college community.  I’ve been told that colleges are interested in specific examples of what sets me apart from my peers, and that it can be helpful to think about what it’s like when I’m not there. Some things that are generally asked for are:

 
- who the recommender (you)  is 

- length of acquaintance

- does applicant interact well with others, work well independently, work well on a team, react well to adversity

- applicant's warmth of personality, sense of humor, integrity

- how strongly do you recommend the applicant

- originality of thought, ability to grasp difficult concepts, willingness to take risks and go beyond normal experience – examples

I am applying to several colleges and they have slightly different requirements - below is a summary of them to make it easier to keep track.  You may be able to submit electronically and will receive an email invitation from the college if so; otherwise, I'll drop stamped, addressed envelopes off for you in the next day or two.  
I'm thinking about majoring in ______________.   (Add a short summary statement about why/what you’ve done already/what you’re planning.)  I really appreciate all the years with you as a coach …… (personalize).

Thanks again for your help.  Please let me know if you have any questions about anything. 

Sample start for letters of recommendation not requiring a specific form
(attach as Word document or put in email to recommender)

Please address individual letters to:

College X

Office of Admissions

street address

city, state  zip code

College Y

Office of Admissions

street address

city, state  zip code

College Z

Office of Admissions

street address

city, state  zip code

Date
Address of college
Re:
Teacher or Supplemental Letter of Recommendation for  ________ (your name), freshman applicant for Fall 201X, SSN XXX-XX-XXX, DOB X-XX-XXXX or applicant ID # if provided.
To Whom It May Concern:

…… (text of letter)

Sincerely,

Name of recommender
Contact info




Laurie Kiguchi Educational Consulting




LKiguchi@sbcglobal.net   •   831.421.9754  •   www.lkeducationalconsulting.com

