
 

 
If you have any questions or concerns, please speak with your school counselor or contact  

Mr. Conte: mconte@unioncatholic.org | Twitter: @UC_Counseling 
http://www.unioncatholic.org/schoolcounseling 

 
connection.naviance.com/ucrhs 

 
enter username and password, or click “forgot password” to have it emailed to your UC address 

 
Requesting Teacher Letters of Recommendation 
ALL REQUESTS MUST BE MADE BOTH ON PAPER AND ONLINE 
 

1. To fill out your teacher recommendation prompt surveys, click the about me tab 
& look for “surveys to take” on the left side of the page. 

 Take note that the Student and Parent Brag Sheet surveys are also located 
here.  These must be completed so your counselor can write a 
comprehensive letter of recommendation for you. (You do not need to 
make a request for this letter.) 

2. Choose teacher #1 – recommendation prompts from the list & begin answering 
the questions on the survey for your first choice teacher. 

3. Click “save and I am finished” and repeat for your second teacher. 
4. Once this task is completed, click the colleges tab and click on “letters of 

recommendation”.  
5. Click the “Add Request” box and answer the following questions 

 For Question 1: choose your recommender from the drop-down list of 
teachers 

 For Question 2: choose the second option (“ALL”) for the letter to be sent 
to all the colleges you will apply to  
(During senior year the counselors will explain how letters are sent to the 
colleges).   

 For Question 3: add a quick note, thanking your teacher for taking the 
time to write you a letter of recommendation  

 Repeat for your second teacher 
6. Go back to the about me tab and make sure your resume is up to date and 

comprehensive. Your teachers will need this to complete your letter of 
recommendation. 

7.  On the paper “Request For Teacher Recommendation” forms write and sign 
your name.  In person, request that your teacher write a letter of 
recommendation for you.  If they agree, they will write and sign their name.   
The teacher will keep the yellow copy.  Students should  return the top copy to 
the School Counseling office. N
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http://www.unioncatholic.org/schoolcounseling

