[image: ]Kankakee Area Career Center
PO BOX 570
Bourbonnais, IL  60914
www.kacc-il.org
815-939-4971

Request Form
Letter of Recommendation
[bookmark: _GoBack]
Part of the requirement for the Career Portfolio at the Kankakee Area Career Center is to obtain three letters of recommendation.  Will you please consider writing a letter of recommendation for me?

My full name is _______________________________________ and my phone number is __________________.  My email address is _______________________________.   

I am currently enrolled in the ________________________ class at KACC.  My current G.P.A. is _____________. 

I plan to use this letter for – 

[bookmark: Check1]	|_| 	Employment
[bookmark: Check2]	|_|	Acceptance into college
[bookmark: Check3]	|_|	Other: _________________________


My current career/academic goals/skills/interests/hobbies/activities include the following:
· ___________________________________________________
· ___________________________________________________
· ___________________________________________________
· ___________________________________________________
· ___________________________________________________


Please consider the following items when writing your recommendation:

· Personal character
· Work ethic
· Cooperation and Teamwork
· Motivation
· Enthusiasm for learning
· Technical and career-related skills



Today’s date: ______________________ 
Please complete the letter by this date: ________________________

[bookmark: Check4]	|_|  	I will pick the letter up on the date above or when completed.
[bookmark: Check5]	|_|	Please use the enclosed stamped, self-addressed envelope.


Thank you
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