
HARRY D. JACOBS HIGH SCHOOL 
Letter of Recommendation Request Form 

 
Students:  Please provide your teacher/counselor/administrator/coach with the following information to 
ensure a worthwhile recommendation: 

1. A copy of your high school transcript 
2. A typed copy of your high school profile/resume or fill out the survey below 
3. Time.  Please allow AT LEAST 2 WEEKS! 
4. The name of  the college or scholarship for which you are applying 
5. A stamped, addressed envelope if the recommendation is to be mailed 
6. Write a thank-you note to the teacher/counselor/administrator/coach for taking valuable personal 

time to help you.  This is good practice for job applications later on. 
 

Letter of Recommendation Survey 
 
 
Student Name _______________________________________________________ 
 
When do you need this letter [date]?  ________________________________________ 
 
Name of College or Scholarship _________________________________________ 
 
Sports: 
 
 
 
 
Clubs: 
 
 
 
 
Leadership positions held: 
 
 
Jobs: 
 
 
 
Volunteer work: 
 
 
 
 
Honors/Awards received: 
 
 
 
 
Special talents/interests: 
 
 
What do you consider to be your strengths: 



 
Intended college major: 
 
 

 
 


