TEACHER LETTER OF RECOMMENDATION REQUEST FORM

HOW TO REQUEST A LETTER

Provide your teacher(s) with at least two weeks and provide a copy of your resume. If the school/ scholarship agency requests that the letter be sent directly from the reference, provide him/ her with a pre-addressed stamped envelope. Otherwise, instruct your reference(s) to turn in their letters to your college counselor, as listed below, in a sealed envelope with their signature across the flap.  This helps communicate to that you (the applicant) have NOT seen the letter of recommendation. Ideally, you will never have the letter in your possession. If it is necessary for you to have it, the letter must be sealed as described above. IMPORTANT:  Remind the people who write your letters to save these in a file on their computer, as you may need multiple copies for other scholarship and admissions applications.  Write a thank you note as sign of appreciation!

STUDENT NAME: _________________________________________________________________________

PURPOSE OF THE LETTER:

_____  College Admissions
Name of school (s) 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________
_____  Scholarship
Name of Scholarship 
___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________
DELIVER THE LETTER TO:
_____
My college counselor’s mailbox. (Ms. Berty A-K or Mrs. Peterson L-Z)  
Please provide ______  copies for my file.
_____  Directly to organization in the enclosed addressed envelope. Please sign across the seal. 

This letter of recommendation is due on the following date: ________________________________________

*** I REALIZE I NEED TO ALLOW TWO WEEKS FOR YOU TO COMPLETE THIS LETTER ***

