
Rio Grande City High School-College & Career Resource Center 
Letters of Recommendation 

 
A letter of recommendation is a letter written on your behalf that affirms your character or recommends 
you for a college program or a scholarship. 
 
This should come from an adult who knows you well and can write you a truly personal letter. It SHOULD 
NOT be from any family member or from a peer. You could ask your teachers, counselors, coaches, mentors, 
religious leader, etc. 
 
When asking for a letter or recommendation you should follow these guidelines: 
 

● Ask for the letter at least 2 weeks  in advance 

● Provide a copy of your resume to the recommender 
● Provide a statement/explanation of why you want to pursue the major/school or why you 

deserve/are applying for that scholarship 
● Provide personal contact information 
● Give details on how to submit the letter of recommendation (sealed, hard copy, online, etc.) 
● MAKE SURE THE RECOMMENDER HAS SIGNED AT THE BOTTOM BEFORE YOU PICK IT UP! 

 
Example of email asking for a recommendation letter/how to ask for a letter of recommendation: 

 
 
Greetings, 
 
My name is ______________________and I would like to ask if you would be willing to write a letter of 
recommendation for me. You really impacted my life by_________________ (being a great teacher/specific 
time when they really made a difference) OR I really appreciate that you ______________________________. 
I am applying to ________________________ OR I am applying for the _________________________ scholarship and 
would really appreciate a recommendation from you. Attached is my resume and a statement of goals for 
your reference. I would need it by _______________________ (your deadline to receive the letter). 
If you would be willing to write this recommendation for me, please let me know at _______________ or 
________________________. 
(Phone #)     (E-mail) 

                            Best regards, 
                              _____________________________ 

                            (Your Name) 
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