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	Teacher: K Alm

Student: ______________________
Reference Letter Request Form

	


1. Date
Today’s date: _________________

Date recommendation is needed by:________________
· Note at least one month’s notice is required for all reference letters. 

2. Admission or Scholarship letter?

Admission letter_____

Scholarship letter_____

3. Narrative Response: Why do you think Miss Alm is a good choice for you as a referee?

4. Academic achievements to highlight: 
5. Personal achievements to highlight: List your personal/extracurricular achievements that you feel are important to highlight in your letter.

6. Personal traits to highlight: List your personal traits that you feel should be highlighted in your letter.

7. Format/ Details
a. Accurately list what you are requesting:

i. Paper copy(ies)?



Quantity:________

Do these letters need to be sent to you or to a university or organization?

a. If the letters must be sent directly to a university, be sure to include the address(es) on a separately attached document.

ii. Digital copy?


List the school/organization email address(es) on a separately attached document.
iii. For United States university applicants:

Are you using the Common Application? If so, be certain to list me as a referee on the application so that a notification email is sent to me.

8.  Supplementary Documents
It is a good idea to attach to this form such documents as your:
· High school transcripts

· Resume

· Personal statement/essay for your applications

· Any other document that you think would give me information that would help me write an effective recommendation letter for you.

