Letter of Recommendation Request Form

**Please note that completing this form does not constitute a guarantee a letter of recommendation will be written on your behalf.  Before submitting your request to a teacher, please self-assess your attention and adherence to appropriate school and classroom behavior, academic achievement, school and community involvement, and  
personal character.

Part I.
Requirements
1. Requests must be made at least two weeks prior to the date needed.
2. All requests must be submitted in writing by the student.
3. Requests must be written in a business letter format along with a completed copy of this handout.  (Business letter templates are in the Houghton Mifflin English textbook.)

Part II.
Student Name:_________________________________
Date of Request:________________________________
Due Date:______________________________________

Part III.
Name of Recipient/Scholarship:___________________________________
Address_____________________________________________________________________________________________________________________

Return to student in a sealed envelope_____   Mail directly _____

Part IV.
Criterion being used to evaluate application or scholarship:
________________________________________________________________
________________________________________________________________
________________________________________________________________
	Activities/Areas of Excellence
	Number of Years
	Awards
Accomplishments
	Future goals
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