Requesting a Letter of Recommendation from Ms. Scharf
If you would like me to write a college letter of recommendation for you, please check in with me first about my availability as early as possible in your college application process.  Once I have agreed to write a letter for you, please follow the instructions below.  Here’s a checklist for what you MUST bring to me in a large envelope with your name on it at least 3 weeks prior to the due date of the recommendation letters:

For ALL SUBMISSIONS:

· A chronological list of due dates with the corresponding names of the schools. 
· A completed Questionnaire (see below) (You may also attach a typed resume if you would like.)

· A copy of your college essay(s) in whatever draft form is available when you give me your materials.
· Decide if you're submitting your forms online or by mail, and follow the instructions below to determine what you need to deliver to me before I write your letter.
· A week before the deadline, follow up with me just to check in and serve as a courteous reminder.

· Check in with me during the spring semester to let me know where you were accepted and what your plans are after graduation!

· A sincere, specific and hand-written thank you letter to a person (coach, teacher, parent, counselor, adult friend, boss, etc.) who helped you become the person you are.  You are fortunate to be able to go to college, not just financially, but because of your knowledge, talent, and skills.  Many people helped you develop those along the way.  Acknowledge one with a thank you note.  You have no idea how much it will mean to him/her.

· ONLINE SUBMISSIONS: Please sign up for the online submission of letters of recommendation through the Common Application or through your specific school if possible.  If you follow those steps, I will be able to complete your recommendation more quickly and easily, and then we don't have to worry about anything getting lost in the mail. Use my school email address (sscharf@tamdistrict.org) for the online common application.

OR

· PAPER SUBMISSIONS: If there is no option to complete an online recommendation, please follow these steps: 

· Complete an envelope addressed to each college with first-class postage on each (double-check how much this will cost depending on the size of the envelope).  On these, use this information for the return address:

Sharilyn Scharf
Tamalpais High School

700 Miller Avenue

Mill Valley, CA 94941

· Complete all necessary contact information for yourself and for me on all college forms. Use the address above as my contact address, along with the following information:

Email: sscharf@tamdistrict.org
Phone: 415-945-3600 x5019
Title: Social Studies Teacher

· Sign the form and check the box to show that you agree to make this a confidential recommendation and that you waive the right to read it.  This demonstrates to colleges that this letter is authentic.

· Indicate the letter of recommendation deadline for each college on a post-it note on each form.

 
 
Student Name_______________________________

Email address: ______________________________

Letter of Recommendation Questionnaire

Please respond to the following questions and return this to me with your college recommendation forms.  Save this document, and type your responses directly below each question on this form.

1. How would you describe yourself as a student?  (overall strengths, etc.)

2. List 5 adjectives that best describe the strengths and weaknesses in your character.

3. Describe your experience with one of your docs from last year—what was your doc about, what specifically did you do, what did you learn…Describe at least 2 more assignments (projects, essays, activities) from my class(es) that you are proudest of and explain why.  Hopefully, Urban Plan is one of them (please describe your role, what the experience was like, and what you learned…)
4. Describe a challenge you faced in my class and explain how you overcame it.

5. What were the most valuable or memorable ideas you learned about in my class?  (Consider the subject matter, as well as skills learned)

6. How did what you learn in my class help you prepare for other classes or other experiences?

7. What do you think you might want to study in college and why? What career do you hope to have?
8. In what specific ways do you hope to contribute to your college’s activities and campus life?

9. Why do you want to attend the specific colleges to which you are applying?
10. What other activities have you been involved in on campus that have shaped you as a student and a person? (athletics, clubs, programs, classes)

11. What else would you like me to know about your life experiences, work/volunteer experience, or academic record?

12. Have you received any recognition or awards for academic or volunteer service? (on or off campus)

13. Where else are you applying to college besides the school(s) for which I'm recommending you? 

14. Anything else you’d like to add…
