Asking for Letters of Recommendations

How to ask? 
Ask in person. If the individual lives far away and you will not be able to ask in person, ask by letter, phone, or email.

When to ask? 

Allow adequate time for the individual to complete the recommendation (at least 2-4 weeks in advance).

Keep in mind that you may not be the only student requesting a recommendation from an individual.  
What to provide? 
Updated Resume
Provide a list of names, titles, and addresses for each program or college you are applying to so that they can address the letters appropriately. 

State your deadline. 
TIP: Put together a packet of information about yourself including: your resume, a list of your strengths, interests, professional goals, or anything else of importance to you. Give this packet to everyone you ask to write your recommendation.
TIP: Provide STAMPED addressed envelopes so that recommendations can be mailed once completed. If someone will be writing more than one recommendation for you, make sure you stamp and label each envelope with the appropriate name and address. 
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