
Letter of Recommendation Request Form
(Attach a copy of your resume)

Hello Seniors!

The college/scholarship application season is upon us.  Many of you may be requesting letters of
recommendation from teachers/staff/administration/or community members for your application
requirements.  Here are some tips to help you receive the best letters of recommendation to enhance your
applications!
1.      When asking for a recommendation letter you should provide the individual with the following:
Your resume showing your work and volunteer experience.
2.       A short bio stating who you are and what talents/hobbies you are interested in. (See attached
form)
3.      Make sure to ask for several copies of the letter so you don't have to continuously request them.
4.       Ask for the letter well in advance. Give the writer at least two weeks to complete a great letter.
5.      Do not include a letter of recommendation from a family member unless the scholarship ask
specifically for one.
6.      Collect at least three letters of recommendation from people who are not related to you.
7.      At least one letter should be a personal recommendation from someone other than a teacher.
8.       At least one letter should be an academic recommendation from a teacher.
9.       You can ask your teacher, counselors, employers, pastors, coaches, mentors or someone from
where you have volunteered to write a letter.

Attached you will find a form that can help you give your recommenders all of the information they need
to write you a great letter.  You can print it, fill it out, and attach your resume! Make several copies so that
you can hand it out to everyone you would like to request a letter of recommendation from.  GOOD LUCK
SENIORS!! If you have questions about any of the college application process, reach out to your
counseling team.

Attach a copy of your resume with this form



Letter of Recommendation Request Form
(Attach a copy of your resume)

Name: Today’s Date:

Email: Due Date: (allow at least 2 weeks)

What is this recommendation for?

______ College/University     ______ Scholarship   _____ Job Opportunity

Name and address of college/scholarship/Job

Future Goals:

Plans for College or other Post – High School Education Training

Awards & Honors:

Special Interests, Hobbies & Talents:

School Clubs & School Service Organizations:

Any other unique or outstanding qualities you would like for me to know about you?

Attach a copy of your resume with this form


