CHECKLIST for LETTERS OF RECOMMENDATION

· Complete Brag Sheet electronically and print multiple copies
· Identify Teachers to write your recommendations

· Ask teachers informally if they can write your recommendation
· Complete College Specific Recommendation Forms
· Secondary School Report

· Teacher Recommendation Form

· Mid Year Report (save for January to Guidance Office)

· Fill out Recommendation cover letter for each school

· Complete Request for Teacher/Counselor Recommendation 
· Attach to Manila envelope ---one envelope per teacher /counselor

· If submitting paper application, provide addressed stamped envelopes for the Counselor and Teacher recommendations.  
· Attach Recommendation cover letter to the Recommendation form for each specific school plus the addressed stamped envelopes

· Assemble envelopes
· Deliver envelopes to teachers/counselor NO LATER THAN 2 WEEKS BEFORE THE DEADLINE.
· NOTE: DECEMBER 1ST will be the last day that teachers or counselors will accept requests for recommendation letters.  If you have a January 1-15 deadline, all requests must be made by December 1. (The earlier your recommendation envelopes are received by the teachers, the more time they have to complete them.)
· Write thank you notes for each teacher and counselor.
· Deliver thank you notes by February 15th 
