Tips for Asking for a Letter of Recommendation

1. CHOOSE THE RIGHT PERSON.  It is important to choose the right person to write a recommendation letter.  Students usually choose teachers who have taught them a course.  Other people to consider include employers, volunteer supervisors, coaches, etc.

2. ASK PERSONALLY.  Is the letter of recommendation important to you?  If yes, make sure this comes across when you ask for a recommendation letter.  Try not to request your recommendation via email or phone.  At some point, you should try to meet up with the recommender and impress your seriousness on him/her.

3. WAIVE RIGHTS.  Most letters of recommendation are confidential documents.  The Bishop Kearney Guidance office will not allow any student to read either counselor or teacher letters of recommendation.

4. GIVE ADEQUATE TIME TO WRITE THE RECOMMENDATION LETTER.  Students must give their recommender adequate time to write the letter.  Your recommender has other tasks on hand.  He/she cannot be reasonably expected to drop everything to write a recommendation letter.  Students must keep this in mind and contact the person ASAP.  Please have your recommender send his/her letters to the guidance office if you would like them to be included with your application materials.  Ask him/her to give you a date they will have the recommendation into the guidance office.

5. GIVE RELEVANT MATERIALS.  You should provide the recommender with relevant information and materials to enable writing a good letter.  It is often helpful to provide your recommender with an activity resume.

6. ANY SPECIFIC OBJECTIVE FOR THE RECOMMENDATION LETTER?  Students often have a specific reason to choose a particular person to write their recommendation letter.  But, this may not be obvious to the recommender.  So make sure to request any specific mention that you would like included in the recommendation letter.

7. ASK THE RECOMMENDER TO WRITE A GENERAL LETTER FOR YOUR GUIDANCE FILE.  Many people will write a specific letter for each college to which you are applying.  This adds a nice personal touch. However, please ask your recommender if he/she would send in a general copy of his/her recommendation for your guidance file.  It is nice to have letters on file in case you decide to apply to additional colleges at a later time.

8. SAY ‘THANK YOU’.  Remember that no one really has to write a recommendation letter.  Students should remember to say thank you or send a thank you card to the recommender.

