In order to facilitate my writing a letter of recommendation for you, please fill out the following information (in Times New Roman, 12-point font):

Your name: 

Classes you took with me, using the following format (you can also include research work you did with me, etc.):

· SAMPLE: Ling 311 – Fall 2014 – Final grade 79 (B+)
List of programs you are applying to, in order of their deadlines (earliest first); use the following format (please delete the sample so I don’t get confused!):
· University of Alberta

· Deadline: January 9th, 2015

· Program applied for: MSc in Speech-Language Pathology - School of Communication Sciences and Disorders
· Link to program info: https://rehabilitation.ualberta.ca/departments/communication-sciences-and-disorders/msc-in-speech-language-pathology
· How Kathleen submits information: Fill out form (in Dropbox folder), print it out, and mail it in pre-addressed, stamped envelope

· Specific requirements for letter: Yes / No (Indicate whether the institution makes specific requirements for what I should include in a letter. If it does, then you don’t need to list them here, as long as they’re on the form itself. This just lets me know that I need to check the form!)

· Any key things about this program (optional): (List anything you feel is important for me to know about this particular program or your interest in it, that is not addressed elsewhere.)

Information you want me to know / include (remember, the more specific you can be, the better!):
· SAMPLE: As you may recall, I earned a C+ on the midterm, which was disappointing. I immediately made an appointment to talk to you, and we worked out a plan to improve my study habits and problem-solving skills. My homework grades improved in the second half of the semester (pre-midterm: B, B-; post-midterm: B+, A-, A, A), and I earned an A on the final exam. I’m including a copy of the midterm in the Dropbox folder.
· SAMPLE: I have been volunteering in the SpeeCon lab group for the past year and a half. My duties included segmenting sound files for your Hungarian fricative project, running subjects for Molly’s Vancouver English study, and attending lab meetings regularly. In particular, I think I’ve been good about communicating with you regularly about my progress and completing tasks according to schedule.
· SAMPLE: One of my strengths, I think, is my ability to explain complicated concepts clearly. In 311, I regularly met with a study group, and we almost always started out by reviewing the most recent class lecture. I often found myself breaking down the information for my classmates, using analogies to other real-life situations. For example, near the beginning of the semester I explained constraint interaction to them using the example of picking out clothes to wear from a closet, with the following constraints: *Purple (context-free markedness), *Green-on-Tuesdays (context-specific markedness), and Don’t-Change-Your-Mind (faithfulness). I think my classmates really appreciated this, as they often turned to me with questions throughout the semester. I think this also comes through in my homework assignments, where Andrei often commented on the clarity of the wording (see example on HW 3, p. 4 in the Dropbox folder).
· SAMPLE: During the guest lecture by Ashley Farris-Trimble, I asked a number of questions that sparked a larger discussion by the class (e.g., I pointed out a discrepancy between her analysis and the Dinnsen paper we had read when it comes to accounting for conspiracies). I think this points to my interest in the material and ability to think quickly and do comparative analysis on the fly. 
Finally: Create a Dropbox or Google drive folder (or a similar equivalent) with any / all of the following information (as relevant), using the naming conventions given. Don’t separate out the files into separate sub-folders. Invite me to join the folder. Give me any stamped, addressed envelopes I need to mail in letters, and hard copies of forms if you don’t have an electronic version that can be filled out. If you’re giving me a form that needs to be filled out, make sure that all background information is already filled out (my contact info. is at the bottom of this document). All hard materials (envelopes, forms, etc.) should be held together (e.g. in a folder or paper-clipped together) and be clearly identified with YOUR name.

Notes:
· “LastName” and “FirstName” refer to your name, not mine!
· “Institution” refers to the name of the institution a document is relevant for; common examples would be: Toronto, Alberta, Dalhousie, UBC, Western, McGill, Washington

Files:
· this file, called:

· Summary_LastName_FirstName.doc (e.g., Summary_Smith_Joe.doc)

· Note: please make sure this is an editable .doc or .docx file!

· copies of any forms I need to fill out for each institution / program, called:

· Institution_Form_LastName_FirstName.pdf (e.g., Toronto_Form_Smith_Joe.pdf)

· a sample of your letter(s) of intent

· If you just have one or a generic draft of one: IntentLetter_LastName_FirstName.pdf (e.g., IntentLetter_Smith_Joe.pdf)

· If you have separate ones for each institution / program: Institution_IntentLetter_LastName_FirstName.pdf (e.g., Toronto_IntentLetter_Smith_Joe.pdf)

· copies of work you did for me that you think is useful for me to see (preferably, scanned in with the grade and comments from me / the TA, rather than your original unmarked copy), called:

· CourseNumber_TypeOfWork_LastName_FirstName.pdf (e.g. 311_Homework2_Smith_Joe.pdf)

· an (unofficial) copy of your transcript from UBC, called:

· Transcript_LastName_FirstName.pdf (e.g., Transcript_Smith_Joe.pdf)

· your resume / CV, called:

· Resume_LastName_FirstName.pdf (e.g., Resume_Smith_Joe.pdf)

· any other items, using the general format:

· TypeOfMaterial_LastName_FirstName.pdf (e.g., Emails_Smith_Joe.pdf)
If you’re filling out a form and need my contact information, please use the following: 

Kathleen Currie Hall

Associate Professor

UBC Department of Linguistics

2613 West Mall

Vancouver, BC V6T 1Z4

Phone: 604-822-5404

Fax: 604-822-9687

E-mail: kathleen.hall@ubc.ca
