College Readiness 12
Letter of Recommendation Assignment
Step 1: Save the LOR Template on your USB.
· Make sure you have the updated Letter of Recommendation (LOR) template on your USB.
· Save the template in your USB as “LOR_Template”
· You must complete all three (3) pages of your LOR.
· Page 1:  Update date, complete college list, complete documents section, date, your name
· Page 2:  Top portion, 3 questions
· Page 3:  Dear line, school name, other box, teacher name
Step 2: Save each LOR for each teacher for each school separately.
· Example:  You have applied to CSU Northridge and have asked Mr. Vargas and Ms. Pascua to complete your EOP letter of recommendation.  When you save your files on your USB you should save them as follows:
LOR_CSUN_Vargas

LOR_CSUN_Pascua

Step 3: Email both your LOR’s to Ms. Moreno at end of period today.
· cmoreno@animo.org 
· When emailing, in the subject line type:  “LOR: Student Name, Period”

Step 4: At home complete the LOR packet.

· Packet must include:
· Brag Sheet
· CSU Teacher Recommendation Form
	Section 
	Expectation
	Points 

	2 completed LOR’s 
	Must be emailed by end of period in order to receive credit
	20

	Brag Sheet
	Brag sheet must me typed and updated
	10

	CSU Teacher Recommendation Form
	Must be typed
	10












Total Points: 40
Name:  __________________________





Per:  _______________





Date:  _____________








