Antioch High School
Letter of Recommendation Request Form
Student Directions: Check off that you have completed each step below. 
· Complete this form for each recommendation letter you request.
· Submit this request to the counselor/teacher/community member at least 2 weeks in advance of the due date.  
· Attach an envelope.  It should be stamped and addressed to the college/university/scholarship organization if the letter needs to be mailed by the counselor/teacher (if applicable). 
· Attach a copy of your resume if you are requesting a letter from anyone that may need this as a reference to recommend you. 
· Attach a description or the website link to a description of the scholarship for which you are applying (if applicable). 

Student’s Full Name: ______________________________________________________________
Student’s Email Address:  __________________________________________________________

Name of College/University, Scholarship Organization, or Capstone Project: _________________________________________________________________________________
Final Deadline for Recommendation: _________________________________

Date by which you would like the letter to be completed: ____________________________________
Format needed for my recommendation letter. 

· I need this uploaded electronically to one of the following websites (Note: You MUST add the teacher/counselor as a recommender and their e-mail address to your online application. Your online application will then send them an e-mail link to add a recommendation letter). 

· The Common Application 
· SEND.edu 

· Uploaded to my electronic application to the college/scholarship listed above. 
· I need a paper letter in a sealed, initialed envelope to include when I mail in my application materials. I have attached an envelope for this purpose. 
· I need a paper letter mailed directly to the college admissions office or scholarship organization by the counselor.  I have attached a stamped, addressed envelope for this purpose. 
· I need this recommendation for my Capstone Project, and simply need a paper copy for my portfolio. 

Form amended from Mrs. Burton @ USN

