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REQUESTING LETTERS OF RECOMMENDATION 

 
 START EARLY, some individuals receive many requests for letters and cannot accommodate everyone. 
 Your portfolio must contain TWO letters of recommendation. 
 PHS staff members often receive many requests for letters and have the right to limit the number they will 

write. If a staff member has already written a letter of recommendation for you that has been addressed to a 
school or organization, a copy of that letter is acceptable for your scholarship portfolio. Ask the staff member to 
change the salutation to read, “To Whom It May Concern.”  

 It is to your advantage to have only one letter from a PHS staff member and the second letter from an employer, 
coach, youth group leader, or other source.  

 Fill out the “Request for Letter of Recommendation” form completely. (Make copies). 
 When deciding who to ask, look for people who know you well in different settings and who see different sides 

of you: teacher, pastor, employer, club advisor, coach, family friend, business person, etc. It is recommended 
that you collect a total of three letters and choose your top two choices.  

 Make an appointment with the person to ask for a letter of recommendation. At the time of the appointment, 
give the writer the “Request for Letter of Recommendation” sheet and a self-addressed and stamped envelope, 
if the letter is to be mailed back to you. 

 Set a definite date when you would like the completed letter so that the writer knows his/her due date & you 
know when to return and ask for it. Plan ahead to meet your timeline and allow 10-14 days for the completion 
of the letter. If you have not received the letter after reminding the writer, ask someone else. 

 Do not assume that a person will write a recommendation for you if you leave a request on a voice mail/text. 
Make a personal contact with the individual. 

 Write a short “thank you” to each person that provided you with a letter. 
 Once you have the completed letters of recommendation, SAVE THE ORIGINALS and use copies in your 

portfolio. These letters will be of value to you in the future as you apply to colleges, for other scholarships, and 
for work. 
 

THANK YOU NOTES 
 

Thank you notes are really important as these people have spent time for you and you may need their help later 
for another recommendation. Notes should be in your best handwriting with no grammatical errors. Do a draft 
first; there should be not mistakes or extra marks on the note you send. 
 
Use a simple thank you card or other card that reflects you. 
Handwritten notes are best and preferred. If you must type include a short handwritten sentiment. 
 
A short note includes: 

 Thank them for the letter. 
 Let them know how helpful the letter is and that you appreciate their time and effort. 
 Tell them what your future plans are. 
 And then “thanks” again. 
 Sign with your signature. 
 Envelopes: address in the middle, return address upper left, and stamp upper right. 
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