Letters of Request for Recommendations

YOU MUST CHOOSE 3 PEOPLE WHO KNOW YOU WELL AND ARE NOT RELATED TO YOU AND WRITE 3 LETTERS OF REQUEST FOR RECOMMENDATIONS. THE LETTERS BELOW ARE TEMPLATES THAT YOU CAN USE OR “TWEAK” TO FIT YOUR PERSONAL REQUESTS.  ONCE YOU HAVE WRITTEN YOUR 3 LETTERS, YOU WILL NEED TO MAIL OR DELIVER THEM TO THE PEOPLE YOU HAVE SELECTED.  DO NOT CHOOSE PEOPLE WHO DO NOT KNOW YOU WELL OR CURRENTLY, OR WHO MAY NOT SPEAK WELL OF YOU.  GENERALLY STUDENTS CHOOSE 2 TEACHERS AND ONE COMMUNITY OR EMPLOYER.  CHOOSE WISELY.  

NOTE: YOU MUST INCLUDE YOUR EXTRACURRICULAR ACTIVITIES/GRADES/SCHOOL & COMMUNITY INVOLVEMENT ACTIVITIES TO YOUR LETTER.  

TO A TEACHER

October 17, 2013
Dear________________________:

Hello.  I am writing this letter of request hopes that you would kindly write me a letter of recommendation for college and scholarship applications.   As you know, I was your student in _________________ class and I truly enjoyed your course.  I would appreciate it if you could speak to my qualifications as a student and learner in your class within your letter of recommendation.  

I have attached my extra-curricular activities and my educational information to assist you in writing this recommendation. If possible, I would greatly appreciate this letter on or before Friday, November 15th so I can begin the application process for colleges and scholarships.

Sincerely,

Your Name

TO A COMMUNITY MEMBER

October 17, 2013
Dear________________________:

Hello.  I am writing this letter of request hopes that you would kindly write me a letter of recommendation for college and scholarship applications.   As you know, I was involved in _________________ community service work with you and I truly enjoyed this experience.  I would appreciate it if you could speak to my qualifications as a member of our community who has contributed to the betterment of our community through service hours within your letter of recommendation.  

I have attached my additional community and school involvement hours and activities and my educational information to assist you in writing this recommendation.  If possible, I would greatly appreciate this letter on or before Friday, November 15th so I can begin the application process for colleges and scholarships. 

Sincerely,

Your Name

TO AN EMPLOYER

October 17, 2013
Dear________________________:

Hello.  I am writing this letter of request hopes that you would kindly write me a letter of recommendation for college and scholarship applications.   As you know, I have been an employee at your place of business as a _________________  for ________ years /months and I have enjoyed this experience.  I would truly appreciate it if you could speak to my skills and qualifications as an employee within your letter of recommendation.  

I have attached my additional employment history, community and school involvement hours and activities and my educational information to assist you in writing this recommendation. If possible, I would greatly appreciate this letter on or before Friday, November 15th so I can begin the application process for colleges and scholarships. 

Sincerely,

Your Name
