Your Address 

Your City, State, Zip Code 

Date 

Mr/Mrs./Ms. First Name Last Name 

Title 

Organization 

Address 

City, State, Zip Code 

Dear Mr./Mrs./Ms. Last Name:
I am in the process of completing my college application to (name of school) and with your permission, I would appreciate being able to use you as a reference who can speak to my qualifications, skills, and abilities as a employee/student/volunteer, etc.

I would also appreciate also a written letter of recommendation of my (character, work experience, volunteer, academic abilities, etc.) Attached is my activities sheet and a copy of the application requirement to help you know more about me.  Please send my letter by (date).

Thank you in advance for your assistance.

Sincerely, 

Your First Name and Last Name
