[bookmark: _GoBack]REQUEST FOR A LETTER OF RECOMMENDATION
THIS FORM SHOULD BE GIVEN TO ANY TEACHER OR COUNSELOR FROM WHICH YOU WISH A LETTER OF RECOMMENDATION.  GIVE THE TEACHER OR COUNSELOR AT LEAST ONE WEEK’S NOTICE.  PLEASE DO NOT EXPECT A LETTER OF RECOMMENDATION ON SHORT NOTICE.
NAME__________________________________   TODAY’S DATE_____________________________
I am requesting a letter of recommendation for:________________________(list scholarship or college)
Majors you are considering______________________________________________________________
Colleges you are considering_____________________________________________________________
Date recommendation is needed__________________________________
Special requests (check those which are appropriate):
___________ Special form is attached for your use.
___________Attached are specific directions from the scholarship program/college
___________An addressed/stamped envelope is attached.  PLEASE MAIL YOUR LETTER 
	          DIRECTLY.
___________Do not mail the letter.  Please return it to ____________________________.
THE FOLLOWING STATEMENTS MAY BE HELPFUL TO THE TEACHER OR COUNSELOR:
List of class(es) taken with the recommending teacher:
Classes taken:                            Year (9th, 10th, etc.):                               Grade Earned:
_____________		         __________________                          _________________
_____________                        __________________                          _________________
What is the size of your family? List brothers, sisters, others:____________________________________
Are any of them in college?_______________ If so, where?____________________________________
Has anyone else in your family gone to college?______________________________________________
What jobs have you held?
Job (company):            Avg. hours worked per week:        How long did you work?          Job Duties:
_________________             ________________               ______________     _____________________
Are both parents employed?   Yes________  No__________
Do you have any unusually heavy responsibilities at home?  If so, describe them:____________________
_____________________________________________________________________________________
Special Awards/ Honors you have received:_________________________________________________
____________________________________________________________________________________
List your activities in sports.  Include position(s) played on teams and years of experience.____________
____________________________________________________________________________________
List membership in clubs.  Mention offices you have held, if any. _______________________________
____________________________________________________________________________________
List your community activities (church activities, volunteer work, etc.)___________________________
____________________________________________________________________________________
At this time, what are your career goals?____________________________________________________
_____________________________________________________________________________________
WHY are you applying to this college or for this scholarship program?____________________________
_____________________________________________________________________________________
What do you think are your academic strengths?______________________________________________
_____________________________________________________________________________________
What do you think are your academic weaknesses?____________________________________________
_____________________________________________________________________________________
What would you like to be doing 10 years from now?__________________________________________
_____________________________________________________________________________________
Any extraordinary or unusual facts about your background which you would like to mention?__________
_____________________________________________________________________________________
Other teachers or adults who have been requested to write a recommendation: ______________________
_____________________________________________________________________________________
											 Signature______________________________________________
