
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



LETTER OF RECOMMENDATION 
 
 
 
Most private colleges, competitive college major departments and some employers~ request a letter of 
recommendation. 
 
Colleges are looking for personal insights about student applicants, not a reiteration c grades and test scores. The 
most effective letters are usually obtained from teachers’ know the student very well. 
 
The most competitive colleges usually prefer letters from teachers of college prep cot (i.e. English, lab science, 
advanced math, and foreign language). These faculty members have witnessed strengths in their classroom. These 
teachers are often better able to promote admission than, for instance, an administrator who has not had such 
extended personal interaction. 
 
In selecting people to write your recommendations, consider that you may want these letters to illustrate a balance of 
your interests. For instance, recommendations from a English teacher, a math teacher and a coach would give a 
broader picture than recommendations from three math teachers. 
 
When requesting a letter of recommendation, allow the teacher ten to fourteen days ft completion. Requesting the 
letter of recommendation early will help both you and the teacher to avoid the last minute rush to meet a critical 
deadline. 
 
Make personal contact with the teacher. DO NOT assume the letter will be complete~ you send a request by mail. 
 
Be sure to give the teacher an addressed, stamped envelope. It would help if you would also leave the following 
information on a sheet of paper: 
 
- the name of the individual/office to receive the letter 
 
- why you are interested in this particular college or position 
 
- a summary of your career goals and plans for college 
 
- a few words about your involvement in any of the following: 

club and service organizations non-school activities (church, community, employment) 
student government 
athletics 
hobbies, special interests, talents awards, honors 

 
- a short statement describing your strengths, attitudes, and/or skills which may help 

you to be successful. 
 
 
Write a short “thank you” to the individual who has taken the time to support you in that way. 
 
 
 
 
 
 
 



SAMPLE LETTER 
 
 
 

To let a college know you are interested in applying. 
 
 

(Your return address) 
 
 

Date 
 
 

Director of Admission 
(Name of College) 
(Address of College) 

 
 

Dear Director: 
 

I expect to graduate from _____________________________ High School in 
June, 19, and would like to apply for admission in September, 19. 
Please send me an application, scholarship form, latest official catalog and 
any other necessary forms and materials. 

 
(Note: You may want to list particular majors you are interested in or special 

 talents, you may want scholarship information about ____________ if so, include in 2nd 
paragraph.) 

 
Sincerely yours, 

 
 
 

(Your Signature) 
 


