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Letters of Recommendations are important piece of the college, scholarship, and employment application process. It is important that you ask your teacher, counselor, administrator, and/or coach in person and in a timely manner.  If a school staff is willingly to write your letter of recommendation, the information you provide can be very useful in helping writing a letter reflects your future aspirations. 
1. Student’s name?

2. What is your current GPA and class rank?

3. When do you need this letter of recommendation? (Please note it is proper etiquette to request the letter of recommendation at least two weeks in advance)

4. Who is the letter of recommendation for?

5. What are your educational goals?

6. What are your career goals?

7. What is your intended major?

8. Describe your work experience?

9. Please list your extracurricular activities.

10. Please list your community experience.

11. Please list your volunteer experience.

12. What other special characteristics would you like included in your letter of recommendation not listed above. 
