Request form for a Letter or Recommendation

Prof. López
1) Today’s date: ____________
2) Deadline for the letter (I require at least a week to write a letter): ______________
3) Name and year of graduation: _______________________________
4) Name of program/prize/fellowship/etc. for which you need the letter: ________________________

5) Classes you have taken (or are currently taking) with me (include year, semester, and the grade you earned): class




year
grade
______________________________
_____
_____
______________________________
_____
_____

______________________________
_____
_____

6) Complete address to which I should direct my letter (including the name of the person to which I should address, if applicable):

7) To whom should I deliver the letter:
___ To the address listed above

___ To you in a signed/sealed envelope.

___ To a particular dean or office at Amherst.  Name and box number, if applicable_______
8) Briefly describe the organization/institution/program to which you are applying, and what you plan to do with that organization/institution/program:

9) List other materials you are submitting with your application (for example, a personal essay, two other letters of recommendation, a writing sample, transcripts, resume, and so forth):

I strive to write each student the strongest letter possible. A strong letter speaks to the specific strengths and accomplishments of the student, integrates the student’s classroom performance with other aspects of his/her experiences, and speaks to the specifics of the positions for which he or she is applying. To help me craft the strongest letter possible, please list or describe any particular elements of your experience, extracurricular activities, ideals, or qualifications that you think it might be helpful for me to mention or emphasize in the letter of recommendation (feel free to continue on a separate sheet):
Attach your resume and a photograph of you, along with any forms I need to fill out and any other materials that you think might be useful for me in crafting a compelling letter of recommendation for you.

