
Dear teacher (or other adult recommender): ________________________________   
 
I would like to ask that you write me a letter of recommendation.  My Recommendation 
Request Form is completed on the reverse side of this paper. 

You may also receive an email request from the college I am applying to or from the 
Common Application (www.commonapp.org). The Common Application is an electronic 
college application used by more than 600 schools. It has a feature where recommendation 
letters can be submitted online.  
 
I understand that I need to make my request at least 2 weeks (preferable one month) prior 
to the date I need to submit your letter to the colleges/technical schools I am applying to. 
 
Thank you,  
 
_______________________________________            Date:_____________________  
Student Name      (Please print clearly) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Please see reverse side 

 
A note from the Guidance Counselor to the teacher/other adult recommender:  
 
Teacher recommendations should be honest appraisals of a student's academic 
performance and intellectual promise. They are intended primarily to convey the 
teacher's classroom experience with the student — to give colleges an idea of how the 
student is likely to perform academically. These recommendations serve a different 
function than the counselor recommendation, which is meant to provide a broader 
view of the student. http://professionals.collegeboard.com/ 
 
Students sometimes ask for recommendation letters from teachers they had in the past. 
Guidance counselors have access to prior report cards and can share student class 
grades and comments with teachers at their request. Please note: Grades do not have 
to be used in recommendation letters because that is reported on the transcript.  
 
If a college application is completed online, colleges often allow for (and prefer) that 
recommendations to be submitted online. If a recommender is invited to send a letter 
online, but does not want to use electronic means (such as the Common Application), 
Guidance Counselors can send it by mail if they are provided a copy of the letter.  

http://www.commonapp.org/
http://professionals.collegeboard.com/


 Recommendation Request Form - For teachers and other adults 

 

Student name: _______________________________________ ID#:________________ 
 
What do you hope to accomplish after high school? Your career goals and your personal goals. 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Post-secondary (after high school) college/school/technical/other pathway that you are applying to: 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Intended major or course of study: _________________________________________________________ 
_____________________________________________________________________________________  
 
Academic achievements (for example: honors classes, awards)___________________________________  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Vocational  achievements (for example: awards, scholarships, certifications) _______________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
What do you (or did you) consider your most important school activities? (For example: Skills, NHS, 
Student Council, class office, community service, sports, clubs, etc..)  Explain why this activity was 
significant to you.  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
List any part time employment with dates____________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

Describe any special projects you completed that you were proud of and how they made an impact on you  
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 

Please see reverse side 

Students: Answer the questions below, then provide this to teachers/adults. Request recommendation letters 
from people who know you well and in classes which you performed your best. This means you showed effort, 
earned a good grade (B or better), participated well, and had a good relationship with the teacher and fellow 
classmates. Research how many letters you need (if any) and from what subject teachers before you make your 
request. What you write below may be used in your recommendation letter. Please be accurate and detailed.  


