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TIMELINE

1.  Ask letter writer for recommendation 		3 weeks before deadline
2. Give writer a fact sheet				3 weeks before deadline
3. Give write a friendly reminder of due date		1 week before deadline
4. Follow up with letter writer to make sure there 	3 days before deadline
are no problems or questions
5. Send writer a Thank you note			1-2 weeks after deadline

This is very important - This person just did you a huge favor and you need to acknowledge that!

· You need to fill out a fact sheet for EACH recommendation letter you request.  The best thing to do would be to fill ONE out completely, except for the name of the scholarship or college, deadline, address, etc.  PHOTOCOPY the original as many times as you need then all you ahve to do is to fill out the top part ofr each different letter. 
· Make sure to fill out the Fact Sheet completely and accurately.  





RECOMMENDATION LETTER FACT SHEET 

	Student Name (official name used on application: 
	

	Name of scholarship, college or program 
	

	DEADLINE for application 
	

	Name of person receiving the letter
	

	Name and address of organization receiving the letter
	




Purpose of letter (check one):	College Admission _____	Scholarship _____	Program _______

Focus of letter (academic skills, leadership skills, community service, athletics, other): ___________________
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

Colleges to which you might apply or have already applied to (in order of preference)

1. _____________________________________________________	       2. ________________________________________________________

3. _____________________________________________________ 	        4. _______________________________________________________

Areas of INTEREST or intended MAJOR (in order of preference) 

1. _____________________________________________________	       2. ________________________________________________________

3. _____________________________________________________ 	        4. _______________________________________________________

SCHOOL ACTIVITIES 
Classes currently taking: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Current GPA: __________________________

Sports(include years of participation): 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________

Clubs (include years of participation): 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Honors and Awards: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Leadership Positions Held: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Academic Accomplishments: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
COMMUNITY ACTIVITIES: 
Church/Civic  Organizations: 
_______________________________________________________________________________________________________________________
Community Service Performed/Volunteer Activities: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Work Experience: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Personal Accomplishments: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
FIVE ADJECTIVES THAT DESCRIBE YOU: 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
Additional Information: Would you like the letter writer to address a particular part or aspect of your life? If yes, what? 
_______________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________
