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180 Drive, CA 10036
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[bookmark: _GoBack]Dr. Glassman 
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University of California
16/9/2020
Dear Sir,
RE: REQUEST FOR RECOMMENDATION
I am submitting an application to XYZ High School as an English Teacher. Part of the application requires a letter of recommendation from someone who can effectively elaborate on my work habits, skills, and achievements. Considering my past association with you, I believe you can provide unbiased, useful, and detailed information. 
I would greatly appreciate it if you could agree to write a recommendation letter that outlines the positive work habits I have shown for the period we have known each other. The deadline for submitting the letter is in a week, please get back to me as soon as possible about the possibility of writing this for me and in case you need any additional information to help you write the letter in detail.
Thanks for your time and support.
Sincerely 
Miss. Christine 
