Recommenders Need Your Input in Writing Recommendation Letters

	In writing recommendation letters I often get stuck because I do not have complete information. I have listed some of the things that I would like to have with me when writing a recommendation letter for you. Please prepare a typed resume with the following information:


	Personal Information
• Career Goals
• Strengths/Weaknesses 
• Hobbies
Academics
• High School(s) you attended

• Area of concentration, if applicable

• Diploma Type 
• GPA

• SAT or ACT scores

• Any college, such as PSO
• Club Memberships
• Awards
• Scholarships 
• Honor Societies

Activities

• Extracurricular
• Athletics
• Church

Work Experience
• Internships
• Work Experience & duties

• Volunteer work


	
	BE SURE TO INCLUDE THIS INFOMATION

• What is this letter for?

• Which institution is this for?
• Any specific instructions?
• What address do I mail this to?

• Any special requirements?

• Any special topics to focus on?

• What is the deadline?

	
	
	

	
	
	It is very important to include all of the information that I have asked for, so I will have enough information that will help me to customize the letter to fit you.

You can use your own style of resume or you can use the sample resume on the back.


