Things I Need to Write a Letter of Recommendation
1. There’s a standard set of paperwork that needs to be filled out. Your undergraduate advisor can help you with this. I forget her name. Her office is at the end of the hall, I think.
2. Waiver of Confidentiality: I will not be able to write a letter for you if you are not willing to waive your right to see the letter. This is entirely your choice, and I won’t be offended if you choose to ask someone else to write your letter. You will probably be able to find someone who is willing to write you a letter even if you do not waive this right. The reason that I think this is important is simple: You want the person reading the letter to trust that it is an honest evaluation. The reader won’t necessarily have that trust if he or she believes that I am writing the letter with the idea in mind that you will be reading it. Having said that, if I am unable to write you a positive letter I’ll let you know.
3. I will need a list of all of the institutions that you will be applying to, along with: (a) due dates, (b) an indication of whether the letter is to be submitted online or through the mail, and (c) any other details I need to know about. This should be right at the top of the pile of things you submit to me.
4. It would be helpful if you could supply me with: (a) your overall GPA and GPA in the major, (b) your GRE scores, if you have them, (c) a summary of your volunteer work, and (d) if you’ve finished it, a copy of your personal statement.

5. If there are forms that need to be filled out, please fill out everything that you can, including my name, address, etc.
James Hillenbrand

1903 W Michigan Avenue, MS5355

Western Michigan University

Kalamazoo MI 49008

269-387-8066

james.hillenbrand@wmich.edu
6. If things need to be mailed, please include addressed, stamped envelopes.

