	Student Information Worksheet        G.P.A. _________



	Name


	Date

	Address


	Phone

	Letter to be addressed to:



	1. Future Goals:



	2. Plans for college or other post high school or training



	3. Awards, honors:



	4. Special interests, hobbies, talents:



	5. Clubs and service organizations in school:



	6. Non-school activities (church, community, employment, etc.):



	7. Student Government/Athletic Teams:
	8. On a separate sheet of paper, describe yourself.  Your statement may include strengths, attitudes and/or skills, which may help you to be successful in the completion of your post-high school plans.  Attach the description to this worksheet.



Students:





When requesting a letter of recommendation from a teacher, be sure to:





Fill out the student information worksheet as completely as possible, not all section may apply.





Attach your written statement as described in #8 on the worksheet.





Make an appointment to ask the teacher to write a letter of recommendation for you.  Plan ahead to meet your timeline, and allow the teacher 10 – 14 days for the completion of the letter.  DO NOT assume the letter will be completed if you leave the request in his/her mailbox; make sure you; make personal contact with the teacher.





At the time of the appointment, give the teacher an addressed, stamped envelope and your completed information worksheet.





Write a short “thank-you” to the teacher who has supported you in this way.





Faculty:





1. In order to assist you in writing a meaningful letter of recommendation, this student has been asked to provide you with:





A completed student information worksheet


An addressed, stamped envelope





2. The following is a list of criteria you may wish to consider in your evaluation:





	Scholastic Ability


	Motivation


	Reaction to criticism


	Initiative


	Emotional Stability


	Personality


	Integrity


	Cooperation


	Maturity


	Leadership Qualities





3. You may also wish to include:





Examples or anecdotes to illustrate character or judgments of the student


A comment about the accuracy of your first reaction to this student


Do you still feel the same?  Why?


The reason why this particular school is a match for this student


Input from other faculty members


Comparisons with previous candidates to the same school


Your phone number for further information





It may be beneficial to keep a Xerox copy in case another letter is needed.





A letter of recommendation may help open many doors.
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