December 14, 2011
Jack Williamson
Ralph’s Grocery Store

1858 W. Avenue L

Lancaster, CA 93536

Dear Mr. Williamson,
My Work Experience teacher at Lancaster High School is requesting that I provide him with a current letter of recommendation from you for the period of time I have (been employed / volunteered, or involved in some type of organization or activity).  I am using it to update my portfolio.  If you are in a position to write one, could you have it ready in 2 weeks (it is due in class by January 18th).  I have provided a sample letter for your convenience.

Sincerely,

Miguel Sanchez  (sign your name in cursive)
Miguel Sanchez

43983 21st Street West

Lancaster, CA 93536

(661) 726-7458

_______________________________________________________

Whom do you ask to write one?
Someone who has first-hand knowledge of your good work ethics, character, and/or job performance.  

Suggested people to ask:

· Family friends (adults over 25-years-old).  No relatives or peers.

· Coaches

· Pastors/ Ministers 
· Neighbors (past or present)
· Those that you baby-sit for or cut grass for on a regular basis

· Teachers/ Club Advisors (limit to ONE)

· Former or present employer (minimum employment is 3 months) 

If it is from a business, best if on the company's letterhead (stationary)

Sample:


Requesting a letter of reference / recommendation.





Rewrite this letter by changing the name of the person and the circumstances in which they know you.









