REQUEST FOR LETTER OF RECOMMENDATION

I. THINGS TO REMEMBER WHEN REQUESTING A LETTER OF RECOMMENDATION

1. Ask politely. 

2. Present the reference with the following written information: 

a. your full name 

b. your current age, grade and the school you attend 

c. a personal data sheet or resume 

d. an explanation of the reason for the letter 

e. the full name, title, and address of the receiver of the letter

f. brief description of the receiver of the letter 

g. the due date for the letter 

h. a stamp addressed envelope 

3. Ask if you may have a copy of the letter to be kept in your portfolio.

4. Remember to thank the person you asked whether or not that person will write the letter for you. 
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(Cut here and give bottom to teacher)
---------------------------------------------------------------------------------------------------------------------------------------

II. 
THINGS TO REMEMBER WHEN WRITING A LETTER OF 





RECOMMENDATION

1. Include an explanation of the relationship to the person for whom the letter is being written. 

2. Include a description of the person's work ethic, skills, and ability to adapt to new situations. 

3. Stress the person's strengths. 

4. Mention his/her own qualifications for writing the letter. 

5. Match the person to the school or job. 

6. Use company / school letterhead if possible. 

7. Type the letter and proofread it carefully. [image: image2.wmf]
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