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Letter of Recommendation Request Form 

This form needs to be completely filled in before  asking a teacher/administrator for a letter of recommendation.  

Be sure to fill out both front and back pages (Items I – VII)  

Give the teacher/administrator  at least  two weeks advance notice.  

Name of Student Phone Number_ _________________________________ 

ID Number ________________________________ Date of Request__________________________________ 

Date of Graduation_________________________ Current class rank_______________________________  

Current GPA______________________________ Due Date for recommendation letter

Recommendation letter is for________________________________________________________University  

Or ____________________________________________________________________________Scholarship  

(Attach a copy of the scholarship criteria to this form)  

Mailing address of  university or scholarship  

Attn:_____________________________________________________________________________________ 

Background Information: 

I. Academic Accomplishments: Academic awards and organizations 

(Examples: NHS, President’s List, Honors earned) 

II. Classes taken (Honors, AP/Dual credit/community college courses completed) 

III. Activities: In school – sports/clubs  

(Activity/year of participation/honors/awards won, leadership positions held) 
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IV. Activities: Out of school (Community/Volunteer  work. Where? When? Responsibilities? Leadership  

positions held) 

V. Work Experience: Where? When? Responsibilities? 

VI. Goals/Future plans: Where do you want to go to school? Why do you want to go there? What do you  

plan to major in?  

VII. Additional information: What additional information would help separate you from other

applicants?  
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