ACTIVITIES
· List out any activities that you have taken in or outside of school during your high school career.

CLUBS
· List out any clubs that you have taken in and outside of school during your high school career.

SPORTS, THEATER OR MUSIC

· List out any sports, theater or music production you have participated in during high school including positions held.

HONORS
· List out any honors or academic recognition you have received during high school.  Please list out any and all awards.  Remember, your teachers need the full picture of you.

THANK YOU STATEMENT
You have taken a lot of time getting all of this information ready for your teacher.  He/she will be spending time out their day to write you a letter assisting you in your future goals and plans.  Please be thoughtful and let the teacher know how much you appreciate the efforts they are making in writing your letter.  This does not take the place of a thank you note.  Please inform and send a thank you to your teachers!!
PLEASE REMEMBER THAT YOUR SPELLING AND APPEARANCE WILL EFFECT YOUR TEACHER’S RECOMMENDATION AS THEY READ THIS BROCHURE!!
Please free to add photos and move content around to best highlight your unique personality, skills, and abilities.
Please remember to delete the description and leave only your information
Please return your letter of recommendation to me by________________

Your Name

Phone (860) 393-xxxx

E-mail: me@mail.com
REQUESTING LETTER

OF RECOMMENDATION
CLASS OF 2006
Student Name

Address
Teacher Name

Course Name 

[image: image1.jpg]


Year Taken
Please return the letter of

recommendation to me 

by this Date: _____________

FUTURE GOALS & PLANS
Please tell your teacher/counselor what you future goals & plans are.  Tell a story in a paragraph or two to let them know about you.  You can not expect someone to know everything about you.  Brag and share.

Colleges Applying  To:

· College A

· College B

· College C
accomplishments

Proudest Academic:

Proudest Personal:

What truly distinguishes you from other students?

PERSONAL CHARACTERISTICS
Brag about yourself and the qualities you offer as a student, person or member of the community.  Let the teacher know who you are and help them understand who you really are in and outside of the classroom.

Provide three traits that describe the kind of student you were in my class and provide explanation:

1. Trait 1 – 

2. Trait 2 – 

3. Trait 3 – 

What activity, assignment, or essay was a learning experience for you? Explain.

Did you improve as a student in my class?

WORK EXPERIENCE
List out any jobs that you have held in the past three years; remember to include 3-4 skills from each job.  Start with your most recent first.  If you have not held a job, remember that baby sitting, mowing lawns and delivering newspapers are real jobs and you have gained many skills from those jobs.
Job Title, Company Name, Dates

· List out responsibilities

· Use action verbs

· Try and have 2-3 for each job
SKILLS & ABILITIES
As students, we sell ourselves short on our skills and abilities that we have learned throughout our education and life experiences.  Please take a moment and think about your skills and abilities.  If you are having trouble, please sit with a parent, teacher, guidance counselor, employer or fellow student and brainstorm some your abilities.   Remember that many of you have computer, language, organization, and leadership.

Sample 

Computer Skills – Microsoft Word, Excel

