
 
LETTERS OF RECOMMENDATION – A BASIC GUIDE 

 
WHEN YOU MIGHT NEED A LETTER OF RECOMMENDATION: 

The letter of recommendation process is fairly clear. You may need a letter of 
recommendation for one of three purposes: 
1. ​College Applications​ -  
        a. ​UC and CSU Systems ​- Both the UC and CSU systems ​do not​ accept letters of 
recommendation, so you will not need to send letters of recommendation to those 
systems (except for special programs such as EOP and B2F). 
         b. ​Private Colleges and Universities ​- The only colleges that ask for letters of 
recommendation in their basic applications would be ​private colleges and 
universities​. Most of these use the Common Application, so you would list your 
recommenders (and their information) on the Common Application. Common App will 
then request the recommenders to upload their letters of recommendation. 
2. ​Bridge to the Future (B2F)​ - B2F is a program at CSUN that is only for Canoga Park 
High School students. They do require a letter of recommendation and you will enter 
your recommender on their application. The application will be open later in the fall and 
is usually due in January. 
3. ​EOP at the CSU System - ​EOP is a program for first generation students from 
low-income backgrounds. There are EOP programs at both the CSU and UC schools, 
but only the CSU schools require recommendations. You will find the EOP application 
as Section 3 of the CSU application. 
4. Scholarships​ - Scholarships will often ask for a letter of recommendation. Each 
scholarship will tell you how to submit the letter(s). Sometimes, you will send the letter 
with your application. Other times, you will simply give the scholarship the contact 
information for your recommender and they will send the recommender a link (like 
college applications and B2F). 
  

ORDER OF WHAT YOU SHOULD DO and WHAT TO PROVIDE: 
1​. Brag Sheet ​- Prepare your brag sheet. Your College and Career Center counselor 
will give this to you. Your brag sheet will give your recommender a lot of information 
about you in one document. This will help your recommenders prepare their letters so 
that they are personal and meaningful. Your College and Career Center will likely 
require that you complete your brag sheet before they will complete a letter of 
recommendation for you. 
2. ​Choose Your Recommenders - ​Think about who you would like to write your letters 
of recommendation.  



       a. ​Common Application - ​For these college applications, you have two types of 
recommenders: 

i. ​Two Teachers​ - You should ask two of your teachers. Choose teachers who 
know you well and will have something to say about you. 

ii. ​Counselor ​- You will need to ask your high school counselor for a letter of 
recommendation, so this isn’t really a choice you will make. This letter of 
recommendation will give colleges more information about your high school and the 
opportunities you’ve had, so you don’t need to know your counselor well in order to 
have him/her write you an excellent letter of recommendation. 
        b. ​Scholarships - ​Scholarships may ask for teacher recommendations or they 
may give you other options for recommenders, including coaches, community service 
supervisors, and others who know you well. 
3. ​Ask Your Recommenders - ​Since you will not be in school in person, it is best to 
ask your teachers through an email. Make sure to ask your recommenders at least 
three weeks before you need their recommendations. ​Make sure to include your 
brag sheet when you request the letter of recommendation. 
4. ​Check in with Your Recommenders - ​If you don't get confirmation that your 
recommender has sent in the recommendation, please email your recommender and 
remind him/her and ask if he/she needs anything else. 
5. ​Send your Recommender a Thank-You Note - ​As soon as you get confirmation 
that the recommendation has been sent, make sure to send your recommender a 
thank-you note. 


