Your Name
Address Line 1
Address Line 2
Date
Dear _____________________;
Tell that you need a letter of recommendation to help you be accepted to ________________.  Tell why you think the person you are asking to write the letter is the best person to give you a recommendation. (what have they done for you/ why are they important to you/ how have you learned from them/ what do they know about you/ etc.)—split into two paragraphs if this gets to be too long.
Tell why you want to be accepted into _____________.  What are your plans?  How will it help you to achieve your goals in life?  Why does it matter to you?
Tell what specific criteria the college is looking for.  (You will find this on the college’s web page.)

Thank the person from whom you are requesting a recommendation.  Remind them of how much this means to you.  Tell them you appreciate the time you know it takes for them to write your recommendation, and that is why you are asking for their help a month in advance.  Tell them you do not need the recommendation until ____________ (date).

Sincerely,

Sign Your Name Here
Type Your Name Here
