	[image: image1.png]S22

POMONA
COLLEGE





	STUDENT NAME

     

	STUDENT ID NUMBER

     

	
	PHONE

     
	DATE

     


LETTER OF RECOMMENDATION REQUEST

Instruction to students: Complete and submit this form to the individual from whom you are requesting a letter of recommendation.

	TO (FACULTY NAME)
Enter the name of the faculty member from whom you are requesting a letter.


	     


	ADDRESEE
To whom should the letter be addressed?  Include name and title.

	     


	ADDRESS


	     

	PURPOSE
What is the purpose of the letter?

	     



RIGHT OF ACCESS DECLARATION

Check one of the following options.

	 FORMCHECKBOX 

	I waive my right of access to the contents of this recommendation letter.

I understand that I may not request access to inspect, review, or receive copies of this letter, from either the composer or recipient of this letter.


	 FORMCHECKBOX 

	I do NOT waive my rights to access this recommendation letter or its contents.

I understand that I may inspect and review this letter or copies of this letter wherever permitted by local policy and procedure or by other applicable regulations.



	
	STUDENT SIGNATURE and DATE


	— INSTRUCTIONS TO THE COMPOSER AND TO RECORDKEEPERS OF THIS LETTER —

1. Per the Family Educational Rights and Privacy Act (FERPA), students have a right to inspect and review education records, except where the right of access to certain records has been waived.  A letter of recommendation is an education record.

2. Composers of letters of recommendation may have a personal policy of writing letters of recommendation only on condition that the requesting student has waived right of access to the letter under FERPA.  They may also choose such a policy, on a letter by letter, student by student, basis, without reducing it to a consistent policy or stating it explicitly anywhere.  The decision to write a letter in the absence of a waiver is, in every case, up to the individual faculty member. 
3. Composers of letters of recommendation should maintain a copy of this Letter of Recommendation Request/Waiver with each copy of the letter maintained in their files.

4. The absence of an attached Letter of Recommendation Request/Waiver allows a student to access copies of letters that are maintained in education records.
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