Request for Letter of Reference:
***Please give a minimum of two weeks notice

Name:___________________________________Student #_________________Grade:____
1. How long have I known you?  
a. Since (month)_____________of (year) _________.
b. Course/Club/Team:_____________________________________________________
2. Why do you need the letter of reference?
a. Job application
b. University/college application
c. Scholarship/bursary application

3. Name of job/university or college/scholarship: ______________________________________
4. Criteria for this job/university or college/scholarship is:  (What are they looking for?)
-
-
-
-
Describe how you fulfill the requirements of the application?  (Complete all that apply):
a. [bookmark: _GoBack]Personal Attributes: _____________________________________________________________________________________________________________________________________________________________________________________________________________________
b. Academics:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
c. Extra-Curricular:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
d. Work Experience:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Could you please include the following details about me in the letter?
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
6. By what date do you need the letter completed?____________________________
7. When is the application due?_________________________________________
8. When the letter is complete, please give it to (me/university/organization/counsellor) or other:_________________________.


***Please attach your resume, transcript, and any other supporting documents (such as a copy of the scholarship information sheet) to this form.
