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Private colleges and scholarship providers ask for letters of recommendation from your counselor and teachers.  Letters of Recommendation for scholarship applications could be from school staff or community members.  Please be considerate and only ask the minimum number of people you need letters from and copy those letters multiple times.  Time is valuable and we don’t want to overwhelm the same person with many letters to write.  By completing this packet, you will assist the counselor/teacher/community member in giving the evaluator a comprehensive picture of who you are.  The quality and depth of the letter depends on the information you provide.  PLEASE NOTE: UC and CSU schools DO NOT require letters of recommendation.

General Notes About Letters of Recommendation:

· Think about who knows you and can attest to the quality of your work.  If you need a recommendation from a teacher, request one from a teacher in an academic subject who knows your strengths.  That may be a teacher in whose class you’ve earned top grades, but it could also be a teacher who knows how hard you work to get B’s and C’s.  

· If you need three recommendations – one from a counselor, an academic teacher and another person – consider asking someone who knows you well:  a coach, employer, adult co-worker, religious or youth-group leader, or an adult in the community with whom you have regular and positive contact.

· If you are obtaining letters for the general scholarship application it is recommended that one letter come from a teacher and the second from a community member (see above.)

· Ask the person if he or she would be willing to write a letter for you.  Remember, the person is doing a favor for you.  

· If you receive the scholarship or are accepted to the college for which the letter was written, let the writer know.  

· Let the counseling office know when you have a response from the college or scholarship committee, one way or another.  

Steps to Secure a Letter of Recommendation from a Counselor (only necessary for certain colleges):
1.  Make an appointment with your counselor at least one month before the first college recommendation is due.  

2. You MUST bring the following with you to the appointment combined into one pocket folder:

a.  “Due Date” form placed on top

b. A typed resume

c. Completed Brag Sheet

d. A copy of one of your college essays or writing sample

e. A Family Brag Sheet

f. Specific forms from colleges (as necessary)

Please include all of the items listed above in one folder.  The more organized you are the better.  A thoughtfully handled process will achieve the best results for you and will be greatly appreciated by those writing your letters. 

Steps to Secure a Letter of Recommendation from a Teacher:

1.  Give plenty of notice.  Give at least a month otherwise it is impossible for teachers to complete the letters before deadline.

2. Be organized.

a. Teachers would appreciate folders like the one you bring to the counseling appointment.  Include as many copies of the common application as the teacher will need.

b. If the teacher is to mail the letters INCLUDE addressed and stamped envelopes for each school.
3. Include the following in your folder (this helps to get a GREAT letter):

a. A typed resume

b. Completed Brag Sheet

c. A copy of one of your college essays or writing sample

d. A Family Brag Sheet

4. Include the due date on the front of the folder if not the Due Date form.

5. Be respectful.  Make appointments with teachers; don’t assume you can just ask at the last minute.

6. Write a Thank-You Note

Please include all of the items listed above in one folder.  The more organized you are the better.  A thoughtfully handled process will achieve the best results for you and will be greatly appreciate by those writing your letters.

Steps to Secure a Letter of Recommendation from a Community Member:

1.  Give plenty of notice.  
2. Be organized.

a. Community members would appreciate folders like the one you bring to the counseling appointment.  
b. If the letter writer is to mail the letters INCLUDE addressed and stamped envelopes for each school.

3. Include the following in your folder (this helps to get a GREAT letter):

a. A typed resume

b. Completed Brag Sheet

c. A copy of one of your college essays or writing sample

d. A Family Brag Sheet

Please include all of the items listed above in one folder.  The more organized you are the better.  A thoughtfully handled process will achieve the best results for you and will be greatly appreciate by those writing your letters.

4. Include the due date on the front of the folder if not the Due Date form.

5. Be respectful.  Make appointments with the letter writer; don’t assume you can just ask at the last minute.

6. Write a Thank-You Note

Sample Thank You!

Mr./Ms. __________________

Thank you for writing a letter of recommendation for me.  I realize how much time this takes and appreciate your willingness to help me with the college process.  I will keep you posted on where I get accepted in the upcoming months and have enjoyed working with and learning from you over the past year.  Thank you again.

Sincerely, YOU
Senior Brag Sheet

Name:  _______________________________________

Your Phone Number:  ___________________________

Academic GPA _____________

Class Rank ______________

The writer of the letter may want to get information about your academic performance from one of your current or former teachers.  Please list one (who you are NOT asking to write you a recommendation) who we can ask to comment on your achievements.  Please list _________________________

1.  List school/colleges considering in order of preference:

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


2.  What would you consider to be your areas of academic strength?  Why?

3.  What would you consider to be your areas of personal strength?  Why?

4.  Describe a summer experience, work, study, travel, or other life event that has influenced your life in a significant way.  

5.  What are three or four qualities that you believe your friends like best about you and why?

6.  Which of your activities/accomplishments are you most proud of and why?

7.  Describe a personal weakness and what you are doing to improve it.

8.  What qualities, actions, etc. make you unique?  How would you distinguish yourself from other students in the senior class?

Family Brag Sheet

Name of Student:  _______________________________________

Your Name and Relationship:  _____________________________

Your Phone Number:  ___________________________

Best Time to Call:  _______________________

Please complete this form so that your student’s counselor and teachers can have information which may be helpful in writing letters of recommendation.  Feel free to use additional pages if necessary.  This form should be included in their Senior Recommendation Folder.

1.  What do you consider to be your student’s outstanding accomplishments during the past three or four years?  Why did you select these as most important?
2.  In what areas has your student shown the most development and growth during the past three or four years?

3.  If you had to describe your student with three adjectives, what would they be?  Please include an example to illustrate each one.

a.

b.

c.

4.  Describe an activity (school, community, athletic, extracurricular) to which he/she has devoted extensive time and effort during the last three years.  What do you think was gained from participation in this activity?

5.  Describe a particular challenge or disappointment which your student has handled effectively.

6.  Are there any other unusual circumstances that have affected your student’s education or personal accomplishments?  If so, please explain.
7.  Describe what your student can contribute to college if selected for admission.

8.  Use the space below to tell us anything else about your student that you think we may need to know.

Thank you for your time.  Please return the completed form with your child’s Senior Recommendation Folder.  It will become part of the student’s college application file.

Example of Student Resume

Name

Address

City, State, Zip

Phone

Email

Objective:  
State your desired plan for your future

Education:  
List your high school(s)


List any other educational programs you have been in:  include summer and enrichment classes, college classes or programs and briefly explain each.

Data:  List all educational data(if applicable):  
SAT Score







SAT Subject test scores







ACT Score







AP Score(s)

Community Service:  Write a brief description or list of community service programs.  Include the grade levels when you served.

Employment:  Write a brief description or list of where you have worked and what responsibilities you held.  Include your grade levels during employment.

Activities Record:  List all activities of which you have been involved during high school.  Again, list the grade level(s) you were at the time of the activity.  If needed, you may include a clarifying sentence about the activity.  Please list activities in the following categories:

· Honors/Distinctions

· Hobbies

· Athletics

· Arts

· Leadership

· Clubs

· Associations

· Other

Due Date Form

(Staple to the front of your folder)

Name:   ________________________________

Step 1 – Review the packet of senior information.

Step 2 – Attach this sheet to the front of your pocket folder with schools listed in chronological order of due dates.  Please make appropriate number of copies for your counselor and teachers.

Step 3 – Place all documents in your folder and bring the completed folder with you to your counseling appointment.

Appointment Date:  ____________________

	School Name
	Due Date
	Date Sent
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