
 
 
 

College Recommendation Letter Request Template 

 
 
Name: _______________________________________________ Need by​: ​_________ 
 
Purpose of the letter 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 
Leadership Qualities 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 
Academic Achievements 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 
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Personality Qualities 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 
 
Mentorship Opportunities: 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 
 

My Hobbies: 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

 
 
 
Focus Request:  
I would like you to focus on (ex. Leadership, academics, team motivation, mentorship, personality) because... 
 
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 
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