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Request Teacher Letters of Recommendation

This section will teach you how to request letters of recommendation from your teachers
through Family Connection. Remember it is best to talk with your teacher(s) you'd like to
write you letters of recommendation before completing these steps.

e Request Letters of Recommendation: On the Colleges tab in the My Colleges area click on
“Letters of Recommendation.” Then on the next screen click either of the “Add Request”

buttons.
Letters of recommendation
colleges I'm thinking about Your Requests
You can request new letters of recommendation and track the most recent status of your requests here.
colleges I'm applying to Showing 4 requests Add Request
Recommendation For ~ Deadline ~ Recommender(s) Status @ Cancel Request
letters of recommendation
AAdd Request

e Select a Teacher: Select the name of the teacher from the drop down list.

1. Who would you like to write this recommendation?*

‘Teacher, Sample M

e Select College(s) that need a Teacher Recommendation for: Select “Choose specific
colleges from your Colleges’ I'm Applying To list.

Note: DO NOT select “All current and future colleges | add to my Colleges I'm Applying To list. This can
confuse your teacher as this could indicate that you want them to send a recommendation to colleges that do
not accept teacher recommendations and it might delay them in submitting your letter of recommendation. It
can also create issues if some colleges in your list accept fewer letters of recommendation than others.

2. Select which colleges this request is for:*

Choose specific colleges from your Colleges I'm Applying To list

All current and Future colleges | add to my Colleges I'm Applying To list @
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e Select College(s) that need a Teacher Recommendation for continued: Check off the
box to the left of the college(s) you would like the teacher to write the letter of
recommendation for.

NOTE: If you check off the box to at the top of the list of colleges this will select all colleges currently in your
“Colleges I'm Applying to” list.

Important: You will not be able to select a college if the number of teacher recommendations allowed have
already been requested or if you have already requested that teacher for that particular college.

2. Select which colleges this request is for:*

© Choose specific colleges from your Colleges I'm Applying To list

Colleges ~ Due -

Boston College
X Jan 012017
2 required / 3 allowed / 0 requested

Clemson University

v/ May 012017
a - - required / - - allowed / 0 requested i

San Diego State University
N Nov 302016
--required / - - allowed / 0 requested

University of California, Los Angeles

Nov 302016
- - required / - - allowed / 0 requested ov

University of Southern California
- Jan 152017
--required / 3 allowed / 0 requested

e Add Note (optional): You can choose to add a personal note for your teacher thanking
them or reminding them about your great qualities.

3. Include a personal note to remind your recommender about your great qualities and any specifics
about your request:

Ms. Teacher,

Thank you for writing my college letters of recommendation. | was the junior class president and am the captain of the soccer team.
Let me know if you need more info from me.

- Kid

e Submit Request: Click the “Save” button to submit your request. Note: the teacher requested
will receive an email reminding them of your request of the letter of recommendation.

(e [

e Request More Teachers: If you need to request more teachers to write letters of
recommendation. Repeat the above steps.
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Additional Teacher Letters of Recommendation Options
This section will teach you how to make changes to letter of recommendation requests.

e Cancel Request: If the request has the Status of “Requested” you can cancel it by clicking
the “X" under Cancel Request. you're a specific teacher request for a college if

Recommendation For ~ Deadline ~ Recommender(s) Status @ Cancel Request
American University

) Jan 152017 AmyK Teacher Requested
1required/3allowed/1requested T e

You are about to cancel your request for AmyK Teacher to write a letter of recommendation for American University.
AmyK Teacher will be notified of the cancellation and this request will be deleted.

‘ Nevermind Confirm cancel request

e View Status Details: If you click on the Status of a request you will see the details,
date/time the status changed, who made the change and your note to the teacher, if you
had added one to your request.

Cancelled: Sep 06 2016 5:41 PM
by Test 1 Kid

Requested: Sep 06 2016 4:04 PM
by Test 1 Kid

Ms. Teacher, Thank you for writing my
college letters of recommendation. | was
the junior class president and am the




