Guidelines for letter of recommendation

The following are the items I will need to write a letter of recommendation:

Name _______________________

Class _______________________

Semester you were my student_____________________

Grade you earn in my class_______________________

Social security Number _________________________

What you will be majoring in at your new college.

In addition, I will need the address(s) of the college(s) to be emailed to me and if you need more than three letters you will need to send me or drop off in my office the envelopes addressed to the colleges you are applying to (no postage will be needed).  I will need two weeks to complete so watch the deadlines!!!!!!
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