
 
 
NAME ______________________________________________________________  DATE ____________ 

Last    Legal First           E-mail address 

 
 
 
 
 
 
 
 
 

ANSWER ALL QUESTIONS BELOW SO WE CAN WRITE A DETAILED RECOMMENDATION 
 

1. Briefly describe your plans after graduation (college, college program of study, career, military, 
and/or etc.).  What is your anticipated college major if you are planning to enroll in a post-secondary 
school? 
 
 
2. To whom does the recommendation need to be addressed?  List below with complete information. 

Contact Person/Organization Purpose of Recommendation Recommendation Deadline 

   

   

   

   

   

 
3. List clubs, activities, and service organizations you have participated in at high school. 

Name of club, activity, or service 
organization 

 

Grade(s) of 
Participation 
(circle all that 

apply) 
 

List any leadership 
roles 
 

 9th 10th 11th 12th 

 
 

 9th 10th 11th 12th 

 
 

 
 

9th 10th 11th 12th  

 9th 10th 11th 12th 

 
 

 9th 10th 11th 12th 

 
 

 9th 10th 11th 12th 

 
 

 9th 10th 11th 12th 

 
 

 
 
 

MCDONOUGH HIGH SCHOOL 
REQUEST FOR LETTER OF RECOMMENDATION 

INSTRUCTIONS FOR COMPLETING THIS FORM 
Please complete this form to request a letter of recommendation.  If you are completing online applications, you still 
need to complete this recommendation so your counselor can complete an online recommendation.  Once you have 
completed the form in its entirety, please return it to your counselor or with your application. This form needs to be 
completed only once. Each counselor keeps this form on file. If you need a copy to submit to other teachers, please 
ask your counselor to make a copy for you.  PLEASE PRINT OR TYPE.  Please allow a minimum of seven business 
days for your counselor to complete the recommendation.  The counseling department does not mail 
recommendation letters so you are responsible for picking them up.   

 



  
 
4. List non-school activities (community, religious, employment, etc.). 
 

Name of non-school activity 
(Volunteer, Community Activity) 

Length/Grade of participation List any leadership roles 
 

   

   

   

   

*COMPLETE INFORMATION ON THE REVERSE SIDE* 

5. List any honors and awards you have received in or out of school. 
 

Name of Honor/Award Year Received 

  

  

  

  

  

  

  

 
6. Please list hobbies, interests and special talents you have. 
 
 
 
 
7. Three words that best describe you are … 
 
 
 
8. Please write a short general statement about yourself (your strengths) that will help me know you better. 
 
 
 
 
 
 
 
9. Other comments/experiences you would like to share that will help me write your recommendation, such as  
    an obstacle you overcame academically, physically, or personally. 
 
 
 
 
 
10. Name four teachers at MHS who know you best – who I can ask for additional feedback about you. 
 

________________________________           ________________________________ 
 
________________________________           ________________________________ 

 
ATTACH ADDITIONAL PAPER IF NECESSARY. 


