


                              

 

9) Fill out forms: In general, if there are forms (on-line or on paper) to be filled out with things 
like your address, student ID number, etc., make sure that you do these. Do not expect your 
letter-writer to do it for you. Remember that your letter-writer may not have this information, 
and so your failure to supply it may result in your letter being late.  

 
10) Advance notice: If at all possible, avoid asking for letters on short notice. Be sure to ask 

personally by email or in person. Minimally, requests should be made a month in advance.  
 

11) Reminders and checking in: Your letter-writer may be very busy. Be sure to remind them 
(politely!) about due-dates. You can also check with the employer that all your letters are in.  


