Letter of Recommendation Form

Please fill out this form and return it to me via email as soon as possible.  Your answers will make it easier for me to write you a fair and accurate letter of recommendation.  I request that you submit this form to me two weeks before you need the letter.  Please write your answers below each question.

1. When do you need the letter by?

2. What is the exact name of the institution/program you are applying to?

3. How will I deliver the letter to you or the institution?

4. How should I address the letter? (i.e. "To whom it may concern", "Dear ______ Selection committee", etc.)?

5. Detail our experiences together.  What classes of mine have you taken, what grade did you receive in them?  If you haven’t taken a class with me, what projects or experiences did we work on together?

6. Why are you asking me to write on your behalf?  That is, what is it about our relationship that you would like me to focus on?

7. Why are you applying to this program?  What is it about them that interested you?

8. What would you like me to say about you in your letter?  Note: I won't copy and paste what you write, nor will I promise to write everything that you request.  

