Teacher Recommendation Checklist:

____  Ask teachers/guidance counselors (in person) if they will consider writing recommendations for you.  Request your recommendations as early as you know about them.  DO NOT PROCRASTINATE!!!!!

***Please allow a minimum of one to two weeks for the teacher/guidance counselor to complete the recommendation.  Check back with the teacher/guidance counselor within two days to see if they have everything they need from you. 

***Ask your teacher/guidance counselor to make your letter generic.  For example:  

To Whom It May Concern:

I highly recommend Catherine for admission to your institution.  OR
I highly recommend Catherine for your scholarship.

Beginning letters as shown above allows guidance to use your recommendation letters for all colleges and scholarships.  This will eliminate you having to track down the teacher to change the title of school or scholarship and print a new letter.

____  Provide the teacher/guidance counselor with an updated academic and activities resume (stop by guidance and we will make a copy of your co-curricular sheet to give to your teacher)

____  Provide your teacher with your current GPA.

____  If the college requires a recommendation form for the teacher/guidance counselor, it must be submitted to the teacher/guidance counselor with all information completed except for the teacher comments.

____  Please remember, if at all possible, write a “Thank You” note to the teacher/guidance counselor who took their time to recommend you.

____  Make sure that you select someone that has seen you in the most positive light.

If you have any questions or concerns, please see someone in guidance!
Good Luck!      
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