Procedures for Letters of Recommendation 

Letters of recommendation are most of the time required for admission to a college, trade school, and even scholarships. Sometimes these letters can be the determining factor as to whether a student gets into a particular college or receives a scholarship. It is important to take time to figure out which teachers or school personnel you want to write a letter of recommendation and what information you should provide to assist them in writing the best recommendation letter on the your behalf.  
1. First, ask this individual if they would be willing to write you a positive letter of recommendation.  This should be done AT LEAST three to four weeks before your deadline.  They should have enough time to write you a quality letter and it should be 2-3 paragraphs.  Remember, they are doing you a favor by representing you to the best of their ability so be respectful and give them appropriate time.

2. After this individual agrees to write you a letter, complete the following questions below.  This will help that individual write a better quality and more detailed letter on your behalf.  Make sure that the deadline you give the individual is an exact date and will give them time to write it and get it turned into the guidance office so it is mailed on time.
Questions to Help References Writing Letters of Recommendation

· What was my favorite lesson I learned from school?  
· What moment/accomplishment am I most proud of that took place as a student? In life?
· What is my motivation in life?
· What do I feel are my biggest strengths and talents? 

· What are my career interests/aspirations that I see myself pursuing in the future?
3. Visit the individual five to seven days before the deadline that you gave them just to remind them that the deadline is coming up.  Ask them politely how the letter is coming along.  Although this may seem redundant, it is an important step to ensure your letter is completed on time.  Feel free to correspond with them via e-mail as well, for this tends to be the best communication for teachers and school personnel.  
4. Within a week after the deadline, make sure you write a thank you letter for their effort and time invested into your recommendation letter.  This may not sound that important, however, your reference appreciate acknowledgement of their hard work. They will be grateful for a follow-up thank you letter
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