Q.B NAVIANCE Letter of Recommendation Checklist

by HOBSONS )

Step 1: Requesting Teacher Recommendations

Speak with the teacher in person to request a letter of recommendation and give them at least three weeks to
complete the recommendation.

D 1. Loginto Naviance Student, click on the Colleges tab, click Colleges “Home" button, click Letters of
Recommendation.

Home  Colleges Careers AboutMe

Apply to Colleges

s COLLEGES

COLLEGES . .
I'm applying to

I'm thinking about

COLLEGES
I'm applying to

Find Your Fit
Favorite Research Colleges

Apply to College
’ couear PPV 8

Letters of Recommendation 4—

Manage Transcripts

Test scores

| (o)

D 2. Click Add Request to submit a new request to a teacher.
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You can request new letters of recommendation and track the most recent status of your requests here.
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D 3. Select a teacher from the drop-down list.

1. Who would you like to write this recommendation?*
Select A Teacher } 44—
D 4. Choose whether you want this teacher to write a unique letter of recommendation to specific

colleges, or a general letter of recommendation to send to all colleges you add to your colleges I'm
applying to list.

2. Select which colleges this request is for:*

All current and Future colleges | add to my Colleges I'm Applying To list@
*Select only if you have no preference for which teachers will meet the recommendation requirements for each college
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Include any specific information about your request (if this is your first-choice school, any specific
program or major you are applying for, etc.), and then Submit the request.

To track your letter of recommendation requests, click on the status under the Status column
(requested, submitted, etc.) to view the date and time your school sent the letter to the college.
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