       
    INSTRUCTIONS TO THE STUDENT 
For Letters of Recommendation from Teachers
Not all colleges require letters of recommendation, so check before you ask someone to write one for you.   AFTER you ask a teacher to write a letter, you should provide the following to assist him/her in composing a personalized recommendation. Your request should be done at least 3-4 weeks before the due date. Keep a copy of your requests in your college application folder.

How to Create, Collect, and Organize Documents for a Letter of Recommendation

· Include the items below in a folder or large envelope labeled with your name.

· Cover letter with instructions to your recommender including the deadline the letter should be submitted/postmarked to the college, and the colleges to which you are applying.
	College/University


	Application  Deadline 
	Recommenders needed: 

Teacher(s), Counselor, etc. 

	
	
	


· If the recommendation form is online (most are), electronically invite the teacher to complete it.  You will need his/her e-mail address.
· If the recommendation form is not online, provide a form, and stamped, addressed envelope for the college where the form is to be sent. 
· A copy of your resume.

· A copy of your transcript.
· A completed copy of your Teacher Recommendation Request Form. (See 2nd page.)
· (Optional) A copy of your college essays and personal statements.

· Thank your recommender with a note after s/he completes your application. A thoughtful recommendation requires time and effort.  Make sure to acknowledge that effort.
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Dana Hills High School

TEACHER RECOMMENDATION REQUEST FORM

On a separate sheet of paper, type thoughtful and thorough responses to the questions below. BE SPECIFIC! More comprehensive and detailed responses will assist your teacher in writing a strong, personalized letter. Attach a copy of your resume and transcript. 
Your Name: 

Course(s):
Grade(s):

Score on AP exam (if applicable):
· I am asking you to write a recommendation on my behalf because . . .
· The particular aspect or experience in your class I found the most compelling was . . . because
· The particular aspect or experience in your class that challenged me the most was . . . because
· The piece(s) of work that I consider my best effort in your class is (are) . . . because . . . (Include name of assignment and a description of your work.)
· My proudest moment in your class was . . . because
· I believe I grew intellectually in your class because . . . 
· List two to three adjectives that best describe you. Provide an example of a situation in which you exhibited each quality.
	Adjective
	Example 

	
	

	
	

	
	


· What college major/career path are you working toward?  How do your gifts line up with your career goals?  What have you already accomplished in this area of study?

Respond to one or more of the questions below.
· What sets you apart from your peers?
· How have you changed since your freshman year?
· What challenge have you faced on a public or private level and how did you overcome it?

