
GUIDELINES FOR REQUESTING LETTERS OF RECOMMENDATION

As an aid to the faculty in the writing of recommendations, please provide the outlined information.  If it is necessary to add an additional page, please refer to the question numbers.  Typed responses are appreciated.  You should have the permission of the faculty member involved prior to using his/her name as a reference and you should plan to discuss the information you provide on this form with the faculty member.  If you have a current resume which addresses these points, simply attach the resume.  Be sure to complete any questions which are not specifically addressed on your resume.  REMEMBER:  this information is necessary because the more information I have, the better letter I can write.
Other REQUIREMENTS (letters of recommendation will not be completed unless all of the information/materials are included):

______All letter of recommendation materials must be neatly typed

______All letter of recommendation materials must be presented in a folder with pockets

______Type self adhesive envelopes with the correct address of the recipient.
______Please provide catalog copy (paragraph) of each program to which you plan to apply

______You must provide AT LEAST a 4-week “lead time”.
______You must provide a copy of your unofficial transcript.
______You must waive right to access.


______Also, please sign the following statement:  I _______________ (print name) hereby waive my 
                   right to view or otherwise access the confidential recommendation written by Professor 
                   Mary Turner DePalma.  (signature) ___________________    (date)  ____________

______I may be unwilling to write two letters of recommendation to the same school/program during
             the same year, so I may not be able to accommodate all of your requests.

Re: 








 






Student’s Last Name


First


Middle

            
Date

1. IC ID #:


2. Permanent Address:


3. Local Address:


4. Local Phone Number:


5. e-mail address:

6. This letter of recommendation will be used to apply for (check one; see next page too):

a)
Graduate school

Please specify type of program: 











b) 
Other postgraduate education (e.g., law or medical school)


Please specify: 











c) 
Psychology-related jobs (e.g., psychiatric nurse, case worker, etc.)


Please specify: 











d)
Nonpsychology jobs or a general job application letter to be held in your file at the 

University.


Please specify:












3. I have known you since 



 and in the following capacity (check all that apply):

a) 
Teacher

b) 
Advisor

c) 
Supervisor

d) 
Other (please specify) 











4. My expected graduation date: 















5. My major(s) is (are) 


















6. My minor(s) is (are) 


















7. My overall GPA is 




















8. My major GPA is 





My minor GPA is 





9. My GRE scores are: 


Verbal 



Quantitative 



Analytic 




Subject Area: 




 
Score: 




10. My other test scores (such as the MAT) are:


Test: 




Score: 




11. The courses that I took with you are (please give the course number, quarter and year, grades, etc.):

12. The extra-curricular activities in which I have engaged while I have been a student are (include honor societies, fraternities/sororities, hobbies, the extent of your participation, and leadership positions held):

13. The work I have done, the jobs I have held, and positions of responsibility I have held while I have been a student and/or since graduation (include average number of hours worked per week on these jobs):
14. The supervisory and/or professional aspects of these jobs were:

15. Special interests I have developed that are related to psychology and/or my probable future employment are:

16. The job I seek is (If graduate or other professional school, what major or specialty will you pursue and what job afterwards?):

17. I have chosen this career path because:

18. My strong points as a person are: 

19. My academic strong points as a student are:

20. My weakest academic characteristics as a student are (example: low GRE scores, low GPA, etc.):

21. Other things I would like you to know about or consider writing in my letter(s) of recommendation are:
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