RECOMMENDATION REQUEST

In order for me to write a meaningful letter of recommendation for you, I need the following from you:
1. This form completely filled out.
2. A copy of any resume or CV you have submitted as part of your application.
3. A copy of any statements or essays you have written as part of your application.

Please remind me one week prior to the due date for each recommendation you request.

	1. Your name.


	2. A recent picture of you I would recognize [optional if we have met in person as part of this request].


	3. For what are you applying? Please provide as much as you can, including specific names and titles and links to any websites.




	4. When is the recommendation due?


	5. In what form should the recommendation be submitted? (e.g. mail, online)


	6. [bookmark: _GoBack]To whom should the recommendation be submitted? If the recommendation is in letter form, even if it’s submitted online, please provide a name, if possible, as well as mailing address or links.




	7. Why do you want to pursue this opportunity? Please tell me as specifically as possible how this opportunity fits into your plans/interests or advances your academic/professional goals. NOTE:  Your answer to this is extremely important as I will probably incorporate it into my letter.







	8. Is any aspect of my position or our relationship especially important for this recommendation? (e.g. Have I taught a specific course you were in and can attest to your academic/programming skills? Have you worked with/under/above me such that I can attest to your work ethic or job skills? I am the only person you know in the CS department? etc.) 







	9. What would you like for me to emphasize or note specifically in your letter? This is an opportunity for me to reiterate important things about you. I will rely heavily on your answer to this question in writing your letter.







	10. Is there a faculty member I should contact personally for more information about you? Please provide all contact information if yes.




	11. Do I have your permission to discuss your GPA and/or grades?




