Reference Letter Request for Professor Mullen: Student Checklist

☐   I am requesting the letters at least three weeks in advance of the due date.

☐   I have provided the professor with the following:
	☐   a copy of my academic transcript; and
	☐   a one page overview that lists: 
☐   all of the classes you have taken with her, and when the classes were taken; 
☐   my final grades in the classes; 
☐   information on my written assignments for the classes (paper topics and grades); 
☐   any other information that I feel may be relevant. 

☐   I have provided the professor with a clear list of all of the schools or scholarship programs to which I am applying, the type of program (e.g., law school, MA, PhD), the type of submission (mail or electronic) and the due dates.

☐   If the program requires a hard copy reference, I have provided the professor with:
☐    a physical copy of each form (if applicable), with my information completed; and
☐   an addressed, stamped envelope for each program (with the departmental address as the   
       return address).

☐   I have added a date to my calendar to follow up with the professor about the reference letter submissions.

