






Date rec’d by Cns. Off. or Tchr._______
Recommendation Checklist for Counselor or Teacher
Student Name: _________________________________________________________________  

Phone: ________________________________
Email: ______________________________

Magnet (circle one): YPAS  HSU  MST  CMA  VA

Number of APcourses to be completed prior to graduation: ________________

CHECKLIST: 
If school requires, please enclose the following in the folder with all student information completed:

· Any TEACHER or COUNSELOR completing forms or letters must receive a red folder like this one with this cover sheet and the following items completed.

· School form (either specific to the school or the common app. – be sure to specify)
· Addressed envelopes with stamps inside for each college and/or scholarship you are submitting

· Teacher recs go in legal envelopes and require 2-3 stamps. (some teachers prefer to complete forms electronically – as always, please speak with the individual teacher to determine preference)
· Counselor materials are placed in a 9x12 large envelope and require 4-5 stamps 
· If recommendation is to be submitted electronically provide the correct web address and a printed copy of instructions.

· Paperclip the envelope and forms together for each college/scholarship in order of due date.  Place on the right side of your folder.

· Place a resume and letter about yourself on the left side of your folder (see samples included in the red folder). Letters of recommendation are unable to be written without this information.
· Please do NOT enclose cash, money orders or checks.
· Teacher recommendations must be requested by October 1st.  The Counseling office must be given 10 school days prior to the mailing deadline to process applications.

So that teachers/counselors may contact you if needed please list your schedule:


R1__________________________
W1_________________________


R2__________________________
W2_________________________


R3__________________________
W3_________________________


R4__________________________
W4_________________________
Check or complete all that apply: (note the postmark deadline should be different from the due date)
	Postmark Deadline
	Due Date
	College / Scholarship Name (if application is Common App. be sure to include appropriate form, i.e. Comm. App. teacher recommendation form or Comm. App. secondary school report for the counselor)
	Transcript
	*Letter of rec (see below)
	Date Mailed

(office use only)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Check letter of recommendation only when the form specifically requests one.
Special Instructions to Counselor / Teacher:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​_________________________
