Recommendation Questionnaire

California State University San Marcos
Sara Bufferd, Ph.D.

Instructions: I require at least one month’s notice to prepare a recommendation. In addition, I will only agree to write you a letter of recommendation if I feel I can write a detailed, positive letter. 
Steps:

1. Please e-mail or meet with me to find out if I can write you a strong letter of recommendation. If you email me, please write Recommendation Request in the subject line. I will aim to respond within 2 business days to let you know if I am able to write you a letter of recommendation; if you do not hear from me, please send me another e-mail. If I do not believe that I can write you a strong letter, I will tell you why.

2. If I agree to write the letter, please type complete responses to each of the questions below. Your completion of this form helps me write a stronger letter! Read over your responses for accuracy and clarity, and then e-mail this form and any other documents to me at SBufferd@csusm.edu
3. I will alert you when I submit your recommendations; I usually submit them at least a day or two (though often more) before a deadline. If you have not heard from two days before the deadline, please email me to check in.
General Background

1. Name*:  
*If you typically go by a nickname, please indicate the name that you would like me to use in the letter I write for you (note that I will always list your full name first).

2. Phone: 
3. Email:  
4. Overall GPA:
5. GPA (last 60 units): 

6. Overall Psychology GPA:

7. List the ways in which I know you (e.g., courses, including semester taken and grade(s) received, research lab, including dates of work, etc.).

If you have completed projects with me in class and/or in lab, please briefly describe the project, the work you did, and, if relevant, the grade you received.
Academic Background

1.  Major(s): 
2.  Minor(s), if any: 
3.  *Quantitative Background (list math, statistics, and computer sciences courses – when/where taken and grade received)

4.  *Natural Science Background (list courses in chemistry, biology, physics, etc. -- when/where taken and grade received)

5.  *Psychology Background (list all psychology courses that you have taken -- when/where taken and grade received).  

	Course
(e.g., CHAD 491)
	Semester/Year
(e.g., Fall 2016)
	University/College
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*You may email me transcripts in lieu of completing 3, 4, & 5
1.  GRE Scores: Provide your most recent OR best scores and percentile ranks on the following standardized tests if you have taken them:

GRE – General






Verbal


  




Quantitative




Analytical


GRE – Subject test (if applicable)



7. Have you received any academic honors or awards (including honorary society memberships and scholarships)?  Note when/where received, why you received the award.
Relevant and Other Experience
1. Describe research assistant positions, internships, and/or independent studies that you’ve done or are currently involved in. Include your supervisor’s name, when/where taken, grade received (if applicable), and details about the nature of the experience (i.e., the project(s) you worked on, the specific tasks you completed, the skills you learned).
· Experience 1

· Experience 2

· So on (as needed)

2. Describe any other experience that may be relevant to your application.
Type of Position(s) Sought

1.  Graduate School: 
a. What type(s) of graduate programs are you seeking admission to and why? 
b. What type of career do you think you would like to purse after graduate school?
or

2.  Employment: In general, what type of employment are you seeking and why?  
Personal Characteristics

1. What are your academic strengths and weaknesses?  Indicate the type of courses you did well in and those in which you were not at your best.  Be sure to discuss WHY you feel you do well or poorly in certain courses.
2. What aspects of your background do you feel qualify you for the role/position you are seeking? In other words, what skills and qualities do you have that make you prepared to enter the graduate program or position?
3. We are often asked to comment on your personal characteristics such as dependability, initiative, maturity, communication skills (both verbal and written), and overall intelligence.  How would you rate yourself in these areas and how have you demonstrated these characteristics?  
4. Optional: Is there any additional information that you think might be useful for me to know in preparing your letter of recommendation? Also, please let me know if there is anything in particular you would like to be sure I address in your letter (e.g., something about your background, challenges you have encountered in your path). 
5. From whom are you requesting any other letters of recommendation? You do not have to indicate names if you do not want to, but, at minimum, please indicate the nature of the relationship (e.g., professor, research supervisor, internship supervisor, etc.)
6. If your program(s) require a personal statement/statement of purpose and any other essays, please share your most recent drafts by pasting the text here.

Information for each application
· Please complete the information below for each program/position to which you are applying. 
· List programs in order of due date, with the earliest due date listed first.
	University
	Due Date1

	Degree Sought
(e.g., M.A.)
	Program (e.g., Clinical Psychology)
	Website for Program
	Any forms 
to be completed?2
(Yes or No)
	Form/letter to be submitted by 
A. via application website3
B. e-mail4 or C. mail5
(Type in A, B, or C as applicable 
with any relevant information)
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(add rows as necessary)
1List the earliest date first and the proceed in order; At least one month’s notice is required to prepare a recommendation. 
2Student must provide any necessary forms that the letter writer is supposed to complete for the application (paper and electronic). Be sure to waive your right to view recommendation and sign/date any forms if applicable.
3 “via application website” means that you submit my information to the program and they send me a link where I will upload your letter. Be sure to list my e-mail address correctly in their system so I receive the link: SBufferd@csusm.edu

4Provide e-mail address and I will e-mail my recommendation and any form(s) to the program. I will ask them to reply to confirm that they have received my recommendation.
5Student must provide stamps for any letters to be mailed (do not affix stamps to envelopes; faculty will provide envelopes)
Form last updated Spring 2017
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