
TEACHER RECOMMENDATION PROCESS

Step 1:  You must make a request to the teacher through Naviance.  Making the
request through Naviance allows the teacher to upload the letter electronically.
You will see updates in Naviance when the letter is in progress and when it is
complete.  Your counselor/teacher will send the letters through naviance.

● Sign into Naviance and click the colleges tab (upper right).
● Then click ‘Apply to College’ and 'Letters of Recommendation.'
● Click ‘Add Request.’
● Select your teacher from the drop down menu.
● Click  “General request: Select this if you are ready to request a recommendation

without selecting a specific college” (you will not have any colleges in your ‘Colleges I’m
Applying To’ list yet).

● Write your teacher a thank you note and include your first deadline date.
Then click 'Submit Request'.

● Repeat these steps for the second teacher writing for you.

Step 2:  Each teacher has their own process of writing letters.  Some may have a
form for you to fill out.  Follow their instructions carefully. The guidance office
also has forms for teacher recommendations.  Please see the 2nd page below.

Step 3:  It is your responsibility to follow up with your teachers in the fall with
application deadline dates so they can prioritize when their letters are due.  Check
the progress of your letter throughout the process and don’t be afraid to send your
teachers a friendly reminder email if your deadline date is approaching.



REQUEST FOR TEACHER RECOMMENDATION

Student________________________________

Teacher_______________________

Course Taken____________________________

1. What are your strongest qualities as a student?  How did you demonstrate them in my
class?

2. What was your favorite thing about this class and why?

3. Have you ever experienced a setback in this class?  If so, how did you overcome it?

4. On which assignment(s) did you do your best work? Explain why.

5. Intended major/interest?  Is there a particular club or activity you would like me to
highlight as it pertains to your area of study?


