Guidelines for Requesting a Letter of Recommendation from Mr. Mooney

If you are interested in asking for a letter of recommendation from Mr. Mooney, please follow these GENERAL guidelines:

a) You should have been a student in my class for at least 1 year

b) If you were in AP English Language & Composition, ideally you should have PASSED the exam with a 4 or better, though there are exceptions

c) If you were in any other class of mine, you need to have earned a B+ or better

d) With your letter or recommendation, I recommend that you include the following:

a. Folder with your full name on it

b. Resume: complete and college admissions-ready

c. Pre-filled out forms, if needed from each college/university

d. SASE (self-addressed stamped envelopes) for each college/university if you want me to mail them in for you

e. *This is a bonus, but not required:  a letter, handwritten, if you want, requesting the letter of recommendation

f. copy of your latest complete transcript from THS

e) Please give me plenty of lead time and let me know the deadlines for each college/univ.

f) Please jot down somewhere your “persuasive speech” topic and your “synthesis project” topic just to job my memory; sometimes I like to mention those

g) Please, please fill out the commonly known information on the applications.  Here it is:

My name: Mark S. Mooney

Position: AP English Teacher

e-mail: msmooney@capousd.org
phone: 949-234-5310
school address: 1 Tesoro Creek Rd, Las Flores, CA 92688

CBEDS code: 053149

Also, please fill-in the courses you had me for and your grades so I don’t have to waste time looking them up and I can maximize my time writing your letter.

This will really help me out, and if you don’t fill this out, I’ll probably pass your packet back to you and ask you to do it.  In 2009, I wrote letters for 28 people with the average person applying to three – five colleges.  Do the math.

Bottom line: the more information I have about you, the more I can brag about you :)

Once I submit your letter and “check” you off the board, or once you start getting accepted into schools it would be appropriate to give your teacher a thank you.  I know not everyone is rich, so just a thank you card would suffice.  Those mean a lot to me.

Thank you!

