Letter of Recommendation Request
The letters of recommendation are an important part of all graduate school applications. You want to make sure you are choosing professors who know you well and can really speak to your strengths using concrete examples. Just because you received a good grade in class does not mean that we can write you a letter of recommendation. These letters are meant to be personalized, substantial, and convincing – something that will make a strong impression on the graduate school committee. Getting letters from professors who can speak to different strengths is helpful (e.g., academic ability, research experience, multicultural competency) and should be carefully considered in relation to the program you are applying to.
Step 1: Get initial agreement from me to write the letter
REQUIREMENTS: In order for me to consider writing a letter of recommendation for you, you must have (1) taken at least 2 in-person or synchronous courses with me and (2) gotten a B or better in all classes with me.
If you meet these requirements and think I would be a good letter writer, please reach out first through email (mmarcotte@ric.edu) to make sure I have enough time. I create time slots in my schedule for writing individual letters of recommendation. Once those are filled, I can no longer fit additional students in. In your email, please state that you have read the requirements, that you meet these requirements, and that you would like to know if I have time to write the letter of recommendation for you. Please also indicate the earliest date it would be due (i.e., the earliest date your application would be due to any particular school on the list). Exceptions to these requirements due to extenuating circumstances may be considered - please contact me and let me know which requirements you don't meet and why you deserve an exception.
Step 2: Fill out the letter of recommendation request form
If I have agreed to write your letter, please complete the official letter of recommendation request checklist and forms below. You must have this material to me at least ONE MONTH before the first letter is due or else I will not save your spot on the calendar. 
Read through this document carefully and provide me all required materials. Any requests made without including the required materials will be denied. 
1. Completed Personal Information Form 
2. A headshot / picture of you to remind me of who you are (I have a lot of students and it’s tough to remember names, but I’m great with faces!)
3. A single document with the list of all programs you are applying to and the deadline for the letter submission
4. Completed Program Information Form for EACH program/institution you are applying to / need a letter for
5. A copy of your transcripts from ALL institutions (e.g., RIC, CCRI) and be sure to highlight any courses you took with me.
6. A copy of any standardized test scores you may have received (e.g., GREs)
7. A copy of your curriculum vitae (CV) or resume
8. [bookmark: _GoBack]A recommendation request cover letter from YOU to ME explaining what I should include in letter of recommendation on your behalf. Remember, we are trying to show you are a strong candidate for the program(s) you are applying to, so make sure you connect work done with me to your strengths as an applicant. Please address the following:
a. When and how did we meet? (Class? Advising? Include the semester and year)
b. If you were a student in class:
i. What classes you took with me, what semester you took the class, and the final grade you received
1. Concrete examples of how you performed as a student and how it relates to graduate school / the graduate program you are applying to (e.g., assisted others in their understanding of material, met outside of class time to explore topic further)
2. Brief descriptions of any major paper or project 
3. You may include a sample of your work (e.g., a final paper)
c. If you were a research assistant:
i. What project(s) were you working on
ii. How you contributed to the success of the project
iii. Any leadership roles or initiatives you took to lead
iv. How this experience has prepared you for graduate school


Personal Information Form
Name: _________________________________Pronouns:____________ Date: _____________
Current Overall GPA: ______________________ Current Psych GPA: ____________________
Email address: _____________________________ Phone: ______________________________
What is this letter for? Be specific (i.e., general scholarship, graduate school)
______________________________________________________________________________
Provide any information regarding school-related and non-school related activities that I should consider / know about (e.g., clubs, teams, volunteer work, travel, work experience). Also include if you have received any special awards or honor.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
What are the overall strengths that you believe I can speak to or weaknesses you would like me to address. If speaking to strengths, please use helpful examples that set you apart from other students (e.g., do NOT just say “I did well on exams” or “I’m a hard worker” – be specific, such as “During one class session, I was able to…” or “In my group, I was the primary [role]…”)
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Program Information Form
Name of the college / university (e.g., University of Florida): ____________________________
The specific degree and/or program (e.g., M. S. in Clinical Psychology, Scholarship, Internship):
______________________________________________________________________________
Deadline for letter submission : ____________________________________________________
How should the letter be submitted (e.g., electronic, paper):______________________________
· If a hard copy of the letter is required, please indicate:
· If there is a recommendation form that needs to be included (Be sure to fill out any information specific to you – e.g., name, contact info – but do NOT fill out any of my information)
· If the letter needs to go directly to you OR
· If the letter needs to be mailed to the institution (Please provide a stamped and pre-addressed envelope)
Why are you applying to this program (i.e., who you want to work with, aspects of the program that appeal to you): ______________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________



Program Information Form
Name of the college / university (e.g., University of Florida): ____________________________
The specific degree and/or program (e.g., M. S. in Clinical Psychology, Scholarship, Internship):
______________________________________________________________________________
Deadline for letter submission : ____________________________________________________
How should the letter be submitted (e.g., electronic, paper):______________________________
· If a hard copy of the letter is required, please indicate:
· If there is a recommendation form that needs to be included (Be sure to fill out any information specific to you – e.g., name, contact info – but do NOT fill out any of my information)
· If the letter needs to go directly to you OR
· If the letter needs to be mailed to the institution (Please provide a stamped and pre-addressed envelope)
Why are you applying to this program (i.e., who you want to work with, aspects of the program that appeal to you): ______________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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How should the letter be submitted (e.g., electronic, paper):______________________________
· If a hard copy of the letter is required, please indicate:
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______________________________________________________________________________
______________________________________________________________________________
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