Requesting a letter of recommendation
Consider your letter of recommendation requests carefully; you want your referees to be able to say glowing things about you in their letter. It is easier for me to do so when you’ve earned at least a B in my class, and I may suggest you find someone else if your grade is lower. 

What to provide
Please give me all of the items below at least 2 weeks before your first letter is due (and three or four weeks is even better). The more lead time you give me, the more prepared I am to write. It is best to submit these as e-mail attachments (except the waiver) so that I can keep them handy on my computer, and can refer to them easily when writing. 

____
A brief description of the job or graduate/professional program

____
A recent copy of your resume or CV, including key information for the job or program

____
A list of institutions/organizations, due dates, and submission process (e.g., electronic or via US mail? If electronic, via e-mail or web-based submission? Regardless, please provide an accurate and complete address)

____
The Pacific University waiver (see http://www.pacificu.edu/career/index.cfm)

____
Any personal statements (or drafts) that you will be submitting with your application

An important note
I will contact you to let you know I’ve submitted your letter(s). If you haven’t heard from me and the due date is approaching, please contact me to make sure it will be done on time. I won’t be offended, and it will serve as a good reminder to me to get the letter in on time.
