Dear Student:

This is a form letter, confirming that I would be very happy to write you a letter of recommendation. 

These are the ways that I ask you to help me write this letter:

1) Please let me know the due date that the recommendation(s) is / are due as soon as possible.  

2) Please deliver to my office (UW2 328) (under my office door is fine) the following:

a) a copy of the recommendation form, filled out by you as much as the form permits!  This may require your signature, if you wish to waive your right to read recommendation form.  While you can choose to read or not to read, most institutions regard forms that include the waiver as more indicative of an unbiased assessment.

b) a copy of work you have done in my class; importantly, please submit graded commented on copies, as this helps me to quickly find those places in your work on which I can say you are a great thinker / writer, etc.  A copy of any other class work that you think might help me to write this letter of recommendation.

c) addressed, stamped envelopes to the institutions where you want me to send this recommendation, unless they require official letterhead envelopes.

d) an addressed self-addressed stamped envelope so that I can return your work to you.  (or the promise that you can come to my office hours to pick it up.)

e) OPTIONAL:  often times application forms request a statement from you about why you wish to pursue this program, degree, etc.  Sometimes getting your statement can help me to write a strong, specific, letter so you might think about 

giving me a copy of this as well.

3) If you are asking for more than one recommendation letter, it is really helpful if you will give me as many possible of the forms you will be needing at the same time.

My regards,

Kari Lerum
Thank you to Jeanne Heaving for creating this form

