Guidelines for Requesting a Recommendation 

In most cases, I will be happy to write a job or college recommendation for my former and current students. I do, however, have some guidelines that will make the process more efficient and successful for both of us. Please read and follow these guidelines before requesting a recommendation. 

When to ask 
• See me before class, after class, during a study hall, or before/after school. You may also email me at dlewis@kahoks.org. 
• Ask at least two to three weeks before you need the recommendation. 
• Recommendations will be written on a first-come, first-served basis. 

Requirements 
• If I am to mail the letter, provide me with a pre-addressed, stamped envelope.
• Consider whether I would be the best person to write about your academic and personal strengths. You need not have been an “A” student to warrant my recommendation; sometimes the best letters I have written were for students who showed a particular spark or who demonstrated tremendous growth academically or personally. English may not have been your forte, but you may still have shown qualities I can admire. 
• When you request a recommendation, provide me one page with the following information: 

o Your full name, the class(es) you took with me, and your gpa 
o A list of activities, jobs, hobbies, passions, awards, etc., if they are ones that let me know more about you, not simply ones that look good on a résumé 
o Special items: if there is some area on which you’d like me to focus, discuss it with me. Maybe you had a special situation during the school year; maybe you’re applying to a performing arts school; maybe you’re up for a service scholarship. 
o Write me a short letter describing your experience in my class. Highlight your accomplishments or memorable moments in my class. Writing about specific projects or readings you remember – or papers that made you proud – will help me write a better letter for you. 


Some touchy issues 
• I ask that you not share your recommendation with classmates or friends. Doing so shows bad manners, and it can cause misunderstandings or hurt feelings. 
• Even more rude – not to mention unprofessional – is “shopping around” for a recommendation, asking several teachers to write them and then choosing (what you think is) the “best” one. 
• Coming back to request more and more recs on a weekly basis is not exactly rude, but such behavior has, in the past, soured my enthusiasm for the original request. 
• Etiquette demands that you inform your teachers of your successes in the application process. Don’t just disappear after we provide assistance. We want to celebrate with you, so let us know where you got in! 


