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Asking for recommendation 
letters

Directions
Getting recommendation letters is an important step in the college application process. The most important thing you will need to do is find individuals that you know well who can write you a positive recommendation letter. Think of an individual who you would like to write a letter for you. Answer the questions on this worksheet and then ask the person for a letter of recommendation. It is best to ask 
for a recommendation either in person or by telephone
Identifying references
1. What is the name of the individual I want to ask to write a reference letter for me?
2. How long have I known this individual?
3. What activities have I participated in with this individual?
4. What positive qualities do I feel I exhibited with this individual?
5. Can I provide some examples that demonstrate these qualities?
6. What documents can I attach that will help my recommender write a good letter for me?
7. Contact the individual, preferably in person and ask if they would be willing to write a recommendation letter for you.
8. If the person agrees to write a letter of recommendation for you, follow up your request with a letter that summarizes the information from questions 1-6 above. Use the following Web pages as examples:

· http://smysp.stanford.edu/family/request_letter_rec.html
· http://office.microsoft.com/en-us/templates/TC060900301033.aspx?CategoryID-CT10146951033
Checklist
Before you give the letter to the individual who is writing a recommendation for you, review this checklist to make sure you’ve followed all of the necessary steps. Use it as a guide when requesting recommendation letters for your college applications.
	Recommendation letter To Do’s
	Check when complete

	Did I ask an individual who knows me well enough to give me a positive letter of recommendation to a specific college?
	

	Did I ask the person well in advance of my application deadline (at least two weeks)?
	

	Did I gather all of the information the individual will need and give to the person at one time such as:

· A stamped, addressed envelope

· The recommendation form or information requested by the college

· The program I am interested in studying (if applicable)

· Draft personal statement that I’m submitting with my college application

· My resume

· My high school transcript

· A letter that requests a recommendation that includes activities related to this individual or the qualities or traits that I feel I exhibit?
	

	Did I tell the person the date I need the letter?
	

	Did I send a short note to the individuals who wrote a letter thanking them for their time and thoughtful consideration?
	

	Did I keep a copy of the letter for my records?
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