Dear Teachers and Counselors,

It is that time of year when I send our students scurrying about to bug you for a letter of recommendation.  Based on responses given in the past, I have changed the requirement so that you should not be bothered for more than 3 minutes per student.  They now have forms that look much like what you see below.  It requires you to sign the paper, indicate your subject area, and the date you were asked.  (The assignment is due_________.)  Please also indicate if you are or are not an appropriate person to write a letter of recommendation for the student.  This helps the students know whether or not they are letting their teachers and counselors get to know them in an appropriate way.  Also indicate if the student handed you an information sheet.  They have been given instruction on how to write a brief information sheet to give to the people who will be writing the recommendations, so that the recommender knows more about the student. I understand that an article posted in the teacher workroom contradicts this method, however all of my professors required me to give them my resume and a copy of my personal statements when I asked them for letters of recommendation.  If you have feedback about this system, please let me know. 

Sincerely,

Melissa Getz

Sample of what the student will be showing you:

Letter of Recommendation:

Name of Student

asked me if I would write him/her a positive letter of recommendation.

My reply was:

__________ Yes, when it is the appropriate time for me to write him/her a letter of recommendation, I will. I am free to change my mind in the future, if necessary. 

__________ No, I am not the appropriate person to write a letter of recommendation for this student.

Signature of teacher


subject area


date asked

Please indicate if the student handed you an information sheet about him/herself when s/he asked for the letter of recommendation.

___________ Yes, s/he did hand me an information sheet that told me about the student.

__________ No, s/he did not give me any additional information about him/herself.

