
Background and Outcome
Young adults likely face circumstances where a letter of recommendation is required. 
This lesson will review best practices for requesting a letter of recommendation, 
including who to consider asking, when to ask, how to ask, and what else you might 
want to do to set someone up for success to write the best recommendation possible.

Intended Audience
• Teens (ages 13-18)
• Individuals needing 

recommendation letters

Lesson Objectives:
Participants will:

•Learn how to properly request
recommendation letters

Time: 30 minutes

Sources:

• OSU Extension Professionals

Anchor: (8 minutes)
• Recommendation letters can be helpful in several ways:
◦ Tell a story to explain any special skills, traits, and achievements you have that are

missed in objective test scores and grades. Share an example.
◦ Fill in the gaps in any outliers, questionable aspects, or unfavorable aspects that

might show up elsewhere in your applications. Share an example.
◦ Persuade selection boards that are on the fence.

• Asking for recommendations correctly sets both you and your writer up for success.
◦ The recommendation letter only benefits you. Therefore, being intentional about

who, when, and how you ask for the letter is imperative for you to make a good
impression on your recommender.

◦ What information you give your recommender will greatly influence the quality of
your letter.

Activity: Recommendation Letter Request Video (5 minutes)
•Watch this video to better understand what some of the best steps are to
secure a quality recommendation.
◦ Play the recommendation letter video.

Activity: Paper Plate Recommendation Request  (15 minutes)

Equipment and Handouts:

Do Ahead:

•Download Recommendation 
Letter Video
•Numbered sets of paper plates
•Paper Plate Recommendation 
Letter Scenarios

What to Do

• Review Lesson
• Download Video
• Gather Supplies

• Break a large group into smaller groups (no more than 5 people/group)

• Give each small group a set of 10 paper plates marked with a sharpie with
1, 2, 3, etc.

• Read each scenario and have small groups discuss the recommendation
request’s quality and then hold up a number to reflect the quality level.

• Ranking equivalates to 1 is worst, 5 is so-so, 10 is best. Discuss why
ranking determinations were made.

TIPS FOR TEENS

Professional Communication



1. What types of adults are you around that you might you consider asking for a 
recommendation letter?

◦ Answers: teachers, coaches, advisors, supervisor, religious leader, community 
organization you volunteer with)

2. What types of adults are not appropriate to ask for a recommendation letter?

◦ Answers: relatives, best friend’s mother, significant other’s parent, someone 
directly involved in the selection process)

•
3. What are important pieces of information you would be sure to share when asking  
     for a recommendation? 

◦ Answers: What the recommendation is for, deadline for request, format of 
request [ex. online form, written letter, phone call], any relevant information 
about you they might address in their recommendation)
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Apply: (5 minutes)

Reviewed By: 
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Away: (15 minutes)
• As you begin to search for jobs, colleges, or selective activities and identify 

opportunities of interest, consider who you might ask for recommendation 
letters and role-play asking them for a letter of recommendation with a parent 
or trusted mentor. Make a list of 3-5 individuals.

• Develop a list of activities and achievements that you can share with 
recommendation letter writers to empower their story-telling abilities.

Evaluation: (5 minutes)

On a notecard, please respond to the following prompts:

1. How helpful did you find this lesson?
2. After hearing this lesson, do you believe you are better prepared to 

request a recommendation letter?
3. Would you recommend this lesson to other people around you age?


