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Letters of 
Recommendation

What, When, How and Why?



What letters do I need?
● Many Private Colleges and Out of State public colleges require letters of 

recommendation

● Check Common Application website and individual college websites to see if you 
need letters of recommendation from teachers and/or counselors

● Check Individual School websites to see if they have specific requirements for 
teacher letters of recommendation

● UC/CSU campuses DO NOT accept letters of recommendation!

https://apply.commonapp.org/requirements?myColleges=true


How to check recommendation requirements 
in Common App

Search 
for a 
college

Click on the 
college name to 
get more info





No 
Counselor 
Rec 
Needed



When & how do I need to request my letters?
Teacher Letters:

● Reach out to teachers as soon as possible (if you haven’t already asked)
● Initial request should be IN PERSON!
● Follow up with any necessary materials your teacher needs

Counselor Letters:

● Email your counselor or stop by in person to request a letter
● Complete the Letter of Rec Survey in Naviance
● Create a Resume in Naviance (or use one you already have)
● Notify your counselor AT LEAST three weeks before your first deadline



How to Add Teacher Recommendation 
Requests in Naviance
● Match Your Common Application Account with your Naviance Account - see 

slides from Mrs. Rasor

● Add the teacher requests in Naviance

● Specify which schools you would like each teacher to submit the letter to in the 
dropdown box

 



Teacher Letters







Counselor Letter



Answer questions thoroughly and thoughtfully



Complete your Resume or email one to your 
counselor



Why do I need Letters of Rec?
Teacher vs. Counselor Letters
Teacher Letter

● Speaks to your impact on the
classroom learning environment
● May reference to specific classroom
projects/assignments
● Your work ethic in the classroom
● Overcoming challenges/obstacles in
the classroom
● YOU AS A STUDENT

Counselor Letter

● Contribution to school and outside
community
● Personal obstacles that you’ve overcome
● Exceptional circumstances or background
● Growth as a person throughout high 
school
● YOU AS A PERSON



Do’s and Don’ts 
DO

● Read your emails!
● Ask early
● Complete all questionnaires 

thoroughly and early
● Check your Common App to see if 

letters have been submitted
● Thank your recommenders
● Let your recommenders know your 

results
● Ask questions!  We’re here to help

DON’T

● Change deadlines without speaking 
to your recommenders (teachers 
and counselor)

● Ask for recommendations “just in 
case” 

● Ask more teachers for 
recommendations than you need 



QUESTIONS???


