Recommendation checklist for (your name here) _____________________________

Thank you for agreeing to write a letter of recommendation on my behalf. I understand that the amount of information I provide to you has a tremendous effect on the quality of the letter you can write for me. I understand that I have asked you to do me a favor. I have put all my materials in good order so as to make it as easy as possible for you to fulfill my request. As you requested I have provided copies of the following materials. 

· I have explained why I have asked you to write for me. I have listed the issues I think you can address that would support my application for admission or employment.

· I have included a list of the courses (including semester) I completed with you.

· I have included a list of all the institutions to which I am applying. For each institution I have included:

· the program to which I am applying 

· the degree I am seeking 

· whether the letter is mailed directly or returned to me 

· the date the letter is due (either at its final destination or to me to include with my other materials). 

· I have ordered the list by the date the letter is due. 

· I have provided a copy of my unofficial transcript or academic history from OARS listing all the college courses for which I have received credit and the grades I have earned. The copy includes my overall GPA and my GPA in psychology. 

· I have reported my Graduate Record Exam scores and percentile rankings. 

· I have included a copy of my vita or resume.

· I have included a copy of my personal essay.

· I have included a list of the titles and provide copies of the abstracts for all the research projects I have completed (PS 301 and advanced courses). I have identified which ones I presented at conferences.

· I have included a list of relevant employment, internships, volunteer experiences, and leadership positions with a brief description of my activities and responsibilities.*

· I have included a list of the awards I have won and the honor societies to which I belong.*

· I have completed copies of all the required forms. I have filled in all my identifying information. As a courtesy to you, I have also completed all the identifying information for you as the recommender as well.

· I have provided the necessary envelopes, addressed and stamped. I have used your name and address as the return address.

Stuart Korshavn, Ph.D., Associate Professor of Psychology 

Department of Psychology, St. Norbert College, De Pere, WI 54115 

Phone: (920) 403-3184 

Fax: (920) 403-4033 

E-mail: stuart.korshavn@snc.edu

* Not necessary if included with your resume or personal essay.

Please print this page and include it with the materials you give to your letter writer.

