
L E T T E R  O F  R E C O M M E N D A T I O N  R E Q U E S T  F O R M  

T O  W R I T E  A  G O O D  Q U A L I T Y  L E T T E R  O F  R E C O M M E N D A T I O N ,  I  N E E D  T H E  F O L L O W I N G  I N F O R M A T I O N .   B E  S U R E  Y O U  W R I T E  C L E A R L Y  A N D  
S P E L L  E V E R Y O N E ’ S  N A M E  C O R R E C T L Y .   P L E A S E  B R I N G  I T  T O  M E  A T  L E A S T  O N E  W E E K  B E F O R E  Y O U  N E E D  T H E  L E T T E R .  

INFORMATION ABOUT YO URSELF  

Your full name as it appears on the application: 

For what position did you apply?  What will you be doing if you get that position? 

Your GPA: 

What AP and concurrent enrollment classes have you taken? 

How long have we known each other?  How did we meet? 

What classes did you take from me, including your grade in those classes? 

 

Your leadership experience: 

 

Your extracurricular activities (including those outside of school): 

 

Your skills: 

 

INFORMATION ABOUT THE RECIPIENT (THE PERSON WHO GETS THE LETTER)  

You may not have this information for an individual person.  If you don’t know about the individual person, fill in the 
information for the company or organization. 

Name: 

Position within the Organization: 

Address (including city/state/zip): 

 

INFORMATION ABOUT THE ORGANIZATION 

Name: 

Purpose (why does the organization exist): 

Other information on the organization (look them up online and give me a few details): 

 


