Instructions for Getting a Letter of Recommendation from Professor Jack Aiello

I MUST HAVE YOUR REQUEST FOR A LETTER OF RECOMMENDATION NO LATER THAN THREE WEEKS PRIOR TO THE DATE THAT THE FIRST LETTER MUST BE SENT.
Things to get me and/or remember when I write you a letter of

rec: 1.

College Transcript (unofficial ok)

- Remind me, did you take any courses with me? If so, which ones?

2.

GRE scores (LSATs, MCATs, or whatever is relevant)

3.
Resume (if you do not have one, make one).  Your telephone and address should appear on your resume.  If they do not, please be sure to include them somewhere.

4.

Copy of your personal statement that will be included with your application.

5.

Summary of the work you did with me (what you did, not what the study was about).

6.

List of anything and everything that you did that I might talk about in a letter (and you might be surprised what I can use to make you look good -- so err on the side of giving me stuff you think is probably irrelevant).

7.

Instructions for completing recommendations - What are the deadlines?

- Where does it get sent? (e.g., the school or you?) - Any unusual requirements for the rec?

8.

SELF-ADDRESSED STAMPED ENVELOPES FOR EVERY REC YOU WANT ME TO WRITE

- If I am to send them back to you, be sure you label the envelopes so that YOU can tell which ones go to which schools

9.

Please provide me with ALL the information and ALL the forms necessary for writing ALL of your letters, ALL AT THE SAME TIME. DO NOT give me the letters for 2 schools on Friday, for three schools next Thursday, and for 4 more schools next month. You eliminate any potential problems by requesting all materials from the schools 3 months prior to their deadlines.

