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	Request for Letter of Recommendation
You should give your recommender at least three weeks notice to complete a letter of recommendation.
Letter of Recommendation Request Forms and Activity Sheets available @ www.muhsd.k12.ca.us/domain/47
Click on Student → Quick Links → Student Forms

Date: _________________________________________
To: ___________________________________________
From: _________________________________________

I will be applying for scholarships and/or employment and I would like to ask you for a Letter of Recommendation. I will need the letter by the following date, ______________________, so that I may meet my application deadlines. To make this task easier for you, I have provided you with the information you may need to write the letter of recommendation. Please address the letter to “To Whom It May Concern.” Thank you. 

Graduation Year _______________         Grade ____________         GPA _____________
Academics (See copy of my attached Transcript)
Extra Curricular Activities (Activities listed on the back of this form)
List three adjectives that describe you
          1. ___________________   2. ___________________   3. ___________________
Career Goals
____________________________________________________________________________________________________________________________________________
Short Term Goals: _________________________________________________________
Long Term Goals: __________________________________________________________
Colleges I am applying to: 
______________________________        ______________________________ 
______________________________        ______________________________ 
College Major: _________________________       Minor: _________________________
College Degree Plan: ______________________________________________________  

Additional Information that might be helpful (i.e. travel experience, hobbies, first in family to attend college, specialized skills, advanced courses in high school, etc.)
__________________________________________________________________________________________________________________________________________________________________________________________________________________
It is most helpful to use your high school or business letterhead when completing this Letter of Recommendation. Please be sure to include your signature on the letter.
Thank you very much. 
Sincerely, 





