      A sample cover letter to a teacher who has agreed to write a recommendation.


September 10, 2011
Dear Mrs. Jones,

     Thank you for writing an evaluation. Each of the evaluations you write is a very important part of my application. The colleges will use the evaluations to get a better idea, of who I am beyond my test scores and grades so the more detailed and personal you make the evaluation, the better.

     Of course, it is up to you, but I would appreciate it if you would write about my participation in your economics class, especially about the mock stock market project I led. The project gave me the opportunity to apply what we learned from our textbook and lectures toward a semester long activity in which the entire class participated. It also has inspired me to consider Economics as an academic concentration in college. 
     In addition, if you would describe my tenure as President of the Business Club. Particularly noting how I worked to build membership and break all records for previous fund raising. Of course, it was a team effort but I appreciate the special recognition that you and other teachers gave me. If you believe my leadership in reviving the club's newsletter and in organizing our annual conference bears mentioning, thank you for that. With your evaluation and those from my history teacher, Mr. Smith, and my supervisor at the library, I hope the colleges will get a more complete picture of me. 
     I am also including a copy of my resume as you requested and a short article that I was given that was written for teachers by a teacher. I am certainly not suggesting you do not know how to write an evaluation, but I was told that you might find it interesting
     Thank you again for your time and effort. Listed below are the colleges to which I am applying and the deadlines for the applications. If I have other colleges, I will let you know before October 15. The colleges also suggest that you make a copy of the evaluation, as they have been lost in the mail, albeit rare. I will supply you with stamped envelopes for convenience, as well.  
     If you have any questions, please do not hesitate to call me. 

Case Western Reserve (Deadline)                       

Babson College (Deadline)

Harvey Mudd College (Deadline) 
Lafayette (Deadline)

Occidental College (Deadline)

UCLA (Deadline)   

Appreciatively,  

Eric Goodhart,   Harbor High, CA ~ Class of 2012 Home # (949) 582-0273
