Letters of Recommendation
[bookmark: _GoBack]Whether planning to attend college or enter the career world, you will need other people as a reference.

1) List at least 3 people from which you can request a letter of recommendation or reference.
a. ______________________
b. ______________________
c. ______________________

2) For each person, list how long they have known you
a. _______________________
b. _______________________
c. _______________________

3) For each person, give one quick summary on how you think they would describe you.
a. _________________________________________
b. _________________________________________
c. _________________________________________

4) People are typically very busy. How much time do you think you need to give each person to write you a letter of recommendation or reference?
a. _________________________

5) What do you think is the busiest time of year for each person?
a. _________________________
b. ________________________
c. _________________________

6) Having your resume on Naviance can help any teacher you ask tailor their letters to highlight skills you have and skills necessary for the college or job to which you are applying. 

a. Is your Naviance information complete and thorough? Is there anything you feel you should add? _______________________________________________

i. What do you think you should do for the people who do not have access to Naviance?______________________________________________

7) The deadline for your recommendation is one week away. You still have not received a letter from one of the persons from whom you requested a recommendation. What do you think the appropriate way to handle this is?
a. __________________________________________________

8) Once you have received notice that your letter is complete, what do you think you should do next? 
a. __________________________________________________ 

i. Why? ________________________________________________________________________________________________________________________

9) At this point in time, what do you need to do to prepare for requesting recommendations?	
a. __________________________________________________________________
b. __________________________________________________________________
c. __________________________________________________________________

10) Why might it be beneficial to keep contact with some of the professionals you listed above?
a. __________________________________________________________________

