Letters of Recommendation
The best recommendations are from people who know you well, and who can relate very personal, specific information about you.  With this in mind, name:
Four teachers/others to do recommendations for you:
1) Math/Science Teacher:
_________________________________

2) English/History Teacher:
_________________________________

3) Other teacher/person: (Language, Art, Music, Coach, etc.)

 who knows you well:

_________________________________


4) Community:


_________________________________

When requesting Letters of Recommendation:
You will receive strong and substantial recommendations if, when requesting a recommendation, you do the following things:
(Attach resume

(Attach letter explaining purpose of recommendation (scholarship, admissions, special program, etc.)

(Attach recommendation form if one is provided

(Attach a Personal Data Form
(use form below as an example)

(Give teacher/other person enough time to do recommendation, but not too much time.  Two-three weeks is plenty of time.

(Provide stamped and addressed envelope so the recommendation can be mailed easily.

(Be sure to write a thank you note to each person who wrote you a letter of recommendation. It is not often done, but is greatly appreciated.

Personal Data Form

For:

__________________________________

(Student name)

Address:
______________________________

______________________________

______________________________

On a personal data form provide the following information:

· Describe your college/career plans

· List advanced courses which you have completed or in whuich you are currently enrolled.

· Describe work or volunteer experience you have had in more detail than the resume provides

.

· Describe travel experiences or any major cultural experience (exchange, family, etc.)

· If there is something special or unique about you which you would like to mention in the recommendation, describe it on your form.

· Discuss your professional and personal goals.

In addition: your resume should have the following information included:

· Clubs, activities, sports, etc.

· Awards, honors

· Community Service or church activities

· Leadership Positions

If you follow these steps, you will have strong recommendations to send with applications and scholarships.
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