HOW TO: REQUEST A LETTER OF RECOMMENDATION

1. Go to www.krhs.net, click on the Guidance tab, Click Naviance on the left, then the blue Family
Connection button, and log on to your Family Connection account.

2. You MUST talk to your teachers in advance and receive a positive response from them BEFORE you
submit the online request for a letter of recommendation. Please ask no more than TWO (2) teachers
unless you have special circumstances. If you are planning to attend a 4 year college, your guidance
counselor will automatically write you a letter of recommendation in addition to the two teachers you
request. However, please be sure to send an online request for a letter of recommendation to your

guidance counselor in additon to-your teachers.

3. When you are ready to do the online component of requesting a letter of recoramendation, click on the
“Colleges” tab on the top of the page and then “Apply to College”.
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5. Chose “Add Request”
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Your Requests

You can 7equest new letters of racommendation and tracl: the most cecent status of your raquests here,
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Your recommendation requests will show up here.

Recommendation For = -

* 6. Now just select the teachers you would like to ask to write your letters of recommendation. Remember
that this is the on-line request. You should also include a reminder in the “Personal note to teacher” box
on the bottom of the page. This sends your teacher an e-mail letting them know that you have formally
asked them. This is a good place to let them know when the letter is due to guidance and also be sure
to ask for the common application teacher evaluation form to be completed in addition to your letter
(The Common App Teacher evaluation form CANNOT be filled out until the student’s Senior Year). You
should give them at least 2 weeks in advance of any deadlines. (SEE BELOW)
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2. Select which colleges this request is for:*
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3. Include a personal note to remind your recommencler about your great qualities and any specifics about your
© request: ) .
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7. Once you have completed the request click the “Submit Requests” button. After updating, you will see
your requests under the colleges you are applying to” (SEE BELOW)
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The status will say “SUBMITTED” when it is ready.

IF YOU HAVE FURTHER QUESTIONS SEE YOUR GUIDANCE COUNSELOR!
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