Class of 2016
Carman-Ainsworth High School    1300 North Linden Road     Flint, Michigan  48532-2366
Staff Member’s Name
1300 North Linden Road

Flint, MI 48532

Dear ________________,

I am compiling my portfolio to help me in my life after my tenure at Carman-Ainsworth High School. I will use my portfolio to support my application for college admission and scholarships, employment, and/or special opportunities. I would very much appreciate your recommendation to include in my portfolio. I am applying to__________________ (college/university/military), and would very much appreciate a recommendation letter from you. This program will provide me with_____________ (What are you hoping to gain from the program?) and is important to me because___________ (What aspects of the program are important to you? How does participation in the program relate to your specific situation?).

Attached, you will find my Brag Sheet which lists my strengths and accomplishments to use in your letter. While I would be happy for you to include any of the attached information, I would most appreciate you focusing on the following characteristics and achievements: (Give at least three areas of focus for the writer to include in the letter of recommendation. Make sure to give some detail; don’t assume they know what you do.)

I enjoyed _______________________. I learned ____________________I really came to understand __________________________________. I feel much more confident about _________________________________. I know now that _____________________________.
Thank you for writing a letter of recommendation for me. I appreciate your time and energy on my behalf. I will enjoy sharing my completed portfolio with you. If you need any additional information please contact me by __________ (Email).

Thank you very much for your time and for your valuable recommendation.

Sincerely,

[Type Your Name-Signature Above]

