Teacher Recommendation Process

1. Student should carefully select a maximum of two teachers to ask for recommendations.
2. Letters of recommendation requests should be typed by the student in formal business letter format.  It should include the student’s formal name, social security #, and the schools to which the student is planning to apply.
3. A resume and a student input form must accompany each written request, along with envelopes, stamped and addressed to the colleges.  Students must include the names of the two teachers they are requesting recommendations from and the dates the request is submitted and needed by.  Please allow a minimum of three weeks for recommendations to be written.
4. Upon completion of the letters, the teachers will mail the letters directly to the colleges.

Sample Teacher Recommendation Request Letter

Full Name of Teacher
4798 Mountain Road
Pasadena, MD 21122

Dear Name of Teacher:

	I am applying to Towson University, University of Maryland College Park, and St. Mary’s College.  I enjoyed your AP United States History class last year and developed a passion for learning about history.  Your class was challenging, engaging, and helped me develop much stronger writing and analytical reading skills.
I really enjoyed having you as a teacher and would like for you to write me a letter of recommendation for the colleges I am applying.  I have included all the teacher recommendation forms, a copy of my resume, envelopes, and information that you can include in my recommendation.  
	Thank you in advance for taking the time to complete this recommendation for me.   

Sincerely,


Full Name Signature
Full Name Typed  








Student Input form for
Teacher Recommendation Request
(Request must be made at least 30 school days before the mailing date)



Date Requested ________________		Students Name  ______________________        		
Date Recommendation required to be mailed ___________________________
	Social Security Number ___________________





Teacher:  _______________________________________________________
Year and subject taught ____________________________________________

Colleges to which I am applying that require a letter of recommendation: 
1.
2.
3.
4.
5.

You must attach any required forms from each college.  Include any specific directions (i.e. electronic recommendations).



Please be specific & descriptive in your responses.

1.	What I gained from your classes (including new ideas, attitudes, interests, study habits, skills etc):

2.	Why I feel that you can write me a meaningful recommendation:

3.	My most meaningful experience in your class:

4.	My significant hobbies, work experience, club activities, sports, outside interests:

5.	My major areas of interest or college and career goals.

6.	List 3 growth areas, academic or personal, that you experienced as a result of being in my class.  Give examples.

