Letters of Recommendation - What You Need to Know

A.  General Procedure:

1. Decide what schools you want to apply to in conjunction with your counselor and parents.


2. Fill out the Blue Folder (Get one in guidance).  Be sure to put your name, social security number, and email address on this folder.  


3. Fill out the Student Credential Sheet and Autobiographical Sketch.  Be sure to include all of your credentials on the Student Credential Sheet.  Your teacher or counselor can only present things that you'd made them aware of, so be sure these are complete.  Make a hard copy of these two forms and put them in your Blue Folder.


3. For each school to which you'll apply, include a STAMPED, ADDRESSED ENVELOPE, along with a completed application, if appropriate.  Put a "sticky note" on each application to tell the teacher when the application deadline is.  Remember that your teachers write many such letters and can't possibly keep track of all of your deadlines.  Keep the envelope paper-clipped to the application, so that when the teacher completes these forms for that college, they can be placed into the envelope immediately.


4.  Do not give your teacher the Blue Folder until your guidance counselor has checked to see that all is in order for your teacher to write your letter.  Your guidance counselor will check to see if your Blue Folder contains:



a. Completed Student Credential Sheet.  



b. Completed Autobiographical Sketch.



c. A completed application form for each college to which you'll apply



d. A stamped enveloped that is addressed to the admissions office of the college to which you'll apply. 



e. The application form and the stamped envelope are paper-clipped together.



f. A "sticky note" is attached to each application with the due date for that application.

B.  Do's and Don'ts of the Recommendation Process:

1. Your teachers and guidance counselor spend a lot of time writing letters of recommendation.  In some cases, 2 or 3 hours may be spent preparing the proper paperwork for one student.  They DO NOT OWE YOU a letter of recommendation and your letter is not "part of their job."  Teachers and counselors would like to know that these efforts are appreciated.  Be sure to thank them for their efforts.  A card expressing your gratitude is not too much to ask!


2.  Your teachers and guidance counselor write many such letters.  Yours is not the only one that a particular teacher writes and therefore anything you can do to help your teacher stay organized you must do.  Give teachers your Blue Folder (or any forms for that matter) well ahead of the time that the application is due.  Some teachers will not fill out forms for which they do not have the appropriate time.


3.  When your teacher writes a letter for you, the letter will present you in the best possible light.  Once written, you must live up to the letter your teacher has written.  It's very disappointing when students become less motivated after being accepted to college.  Remember that you have a responsibility to maintain the performance for which your teacher has recommended you.


4.  Let your teacher know when you've been accepted to college!  It's common courtesy to tell your teacher that his/her efforts had positive results.


5.  Your teachers will keep extra letters, in case you want to apply to other colleges or apply for a scholarship later.  Make sure you give teachers plenty of time to fill out these other applications.  


6.  Do not just hand your teacher some papers in the hallway and give them verbal instructions.  Write down what you want done with any completed applications - where to send them, what the deadline is, etc.  Be sure to include stamped, addressed envelopes.

