
  Teacher Recommendations
Your first step in completing the teacher recommendation process is downloading the Teacher Rec forms that 
accompany your application forms.

Many colleges and universities accept the Common Application.  You can download the PDF at 
www.commonapp.org.  Not all colleges and universities accept the Common Applicaion so you will have to 
download teacher recommendation forms directly from their websites.  Some do not require any recommendation 
letters at all.  (We suggest you send them anyway.)

Some colleges may require two teacher recommendations, others only one.  Sometimes, college admissions offices 
will request a letter of  recommendation from an instructor in a specific discipline like math or science.

To help you get organized and give your teachers the correct forms in a timely manner, we have provided some tips 
below:

1) Read carefully through the application material from each college or university in order to determine
    whether or not teacher recommendations are required. 

2) Whoever agrees to write your recommendations, it remains your responsibility to submit the 
    Teacher Recommendation Request Contract to the CCO by October 1.  This agreement among you, your 
    recommending teachers, and your college counselor formalizes everyone’s intention in this important 
    application step. 

3) Recommendation letters are useful to a college admissions counselor because your teachers share their 
    experiences and observations of  you as a student.  To facilitate the letter writing process for your teacher, it would 
    be helpful if  you wrote or discussed with them your responses to the following questions:  

• What is a memorable achievment, project, assignment in their class?
• Was there an academic challenge that you confronted?  How did you overcome it?
• What was the most important lesson you learned as a result of  being in their class?
• Were there any circumstances that positively or adversely affected your academic performance? 

 
 4) To make this important job of  writing recommendations as easy as possible for your teachers, submit a 
    recommendation packet to them which includes:

•  a manila envelope available in the CCO with recommendation materials; 

• stamped, addressed business envelopes enclosed for each college to each teacher by your earliest 
application deadline;

• Teacher Recommendation Form, if  applicable, with student information completed.
(This form, usually a checklist of  adjectives, is not used by some colleges and some teachers may also prefer 
to submit their narrative comments about you without this form.)  See reverse side of  handout for visual aids.

Recommendations routinely are submitted some time after you have given all materials (envelopes, etc.) to 
teachers and just prior to application deadlines.  Under no circumstances should your request and 
materials be left in a mailbox or on a teacher's desk.  
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Materials Needed for Teacher Recommendation Packet

application for freshman
undergraduate admission

SCHOOL OF ART & DESIGN PORTFOLIO REVIEW POLICY AND PROCEDURE

The deadline for portfolio reviews is February 1, 2010. Applicants may submit portfolios in one of four ways.

!  On Campus

Attend a Portfolio Day in Ann Arbor. 
Portfolio Days include an information
session, tours of the A&D facilities,
and a personal interview and portfolio
review with faculty. Call 734.764.0397
to schedule your review.

· Sunday, October 11, 2009 
· Saturday, November 14, 2009 
· Saturday, December 12, 2009 
· Sunday, January 31, 2010 

General portfolio guidelines:
! Include 15 to 20 items representing work completed both in and outside of art

classes.
! For a portfolio review by mail, include a reference sheet with your name, address,

and social security number. Include media, size, and date. Number your entries to
correspond to the reference sheet. Work in a digital format must be stand-alone
work that does not require installation of your software on a School of Art & De-
sign computer. Video work must be original video work or documentation of per-
formance art, not documentation of static work such as painting and sculpture.
Include a self-addressed mailer with postage if you want your portfolio returned. 

! For transfer students, advanced standing will be dependent upon evaluation of
your college-level studio courses. 

What type of work should I submit for a portfolio review? 
Include representative work in a variety of media to indicate your range of experiences. In-
clude only your best work—work that demonstrates media skills as well as evidence of cre-
ativity, imagination, and risk-taking. Every portfolio varies, however the following are
expected in a competitive portfolio: 
Drawings from direct observation. If you have in the past copied from photographs or other
flat copy, you can improve your portfolio with drawings from observation. Include a sketch-
book or individual sketches along with finished drawings. Include works that convey your
strengths and interests in other 2-D media (for example: fibers, painting, photography, print-
making, and mixed media); 3-D media (for example: ceramics, metalwork, sculpture, and in-
stallations); electronic media (for example: computer, video, sound, and audio), and
performance, conceptual, or other work not easy to categorize.

SCHOOL OF ART & DESIGN APPLICANTS ONLY
Information for Required Portfolio Form
DEADLINES: The deadline for all application materials is February 1, 2010.

Undergraduate application to the University of Michigan School of Art & Design is a two-part process. Prospective students submit an application to the University Office of Undergraduate 
Admissions and submit a portfolio to the School of Art & Design for review. Errors in the submission of your materials may delay the processing and review of your application. After the Office
of Undergraduate Admissions reviews academic performance and the School of Art & Design reviews the portfolio, the Office of Undergraduate Admissions notifies students regarding the 
admissions decision. Prospective students who have questions may call 734.764.0397, email undergrad-artdesign@umich.edu, or refer to the A&D website at www.art-design.umich.edu/
admissions/ugrad. Prospective students are also encouraged to visit our North Campus facilities. Please call 734.764.0397 for an appointment. 

Submit the following materials to the
Office of Undergraduate Admissions

! University of Michigan application
! short answers and essays
! test scores
! transcript(s)
! high school counselor form
! academic teacher recommendation form

Submit the following materials to the
School of Art & Design Admission Office

! request for portfolio review form
! art teacher recommendation

2038 Art & Architecture Building
2000 Bonisteel Boulevard 
Ann Arbor, MI 48109-2069

"  Off Campus

Attend a National Portfolio Day event in 
the U.S. No reservation necessary. See the
National Portfolio Day Association website
for details at www.portfolioday.net

· October 4, 2009, Boston, MA 
· October 10, 2009, Dallas, TX 
· October 11, 2009, Austin, TX 
· October 25, 2009, Chicago, IL 
· October 31, 2009, Ann Arbor, MI 
· November 14, 2009, New York, NY 
· November 22, 2009, Philadelphia, PA 
· December 5, 2009, Washington, D.C. 
· December 6, 2009, Baltimore, MD 
· January 16, 2010, San Francisco, CA 
· January 17, 2010, Los Angeles, CA
· January 23, 2010, Miami, FL
· January 24, 2010, Sarasota, FL

#  By website

Email the url for your website to a&d@umich.edu.  

$  By mail

Send photographs and/or electronic media. Send a mail portfolio 
to Undergraduate Admissions Committee, School of Art & Design Academic 
Services Office, 2038 Art & Architecture Building, 2000 Bonisteel Boulevard, 
Ann Arbor, MI 48109-2069. 

For a mail portfolio of digital images, follow these requirements:

! Format images as jpeg (.jpg) files.

! Save no larger than 1000 pixels wide x 800 pixels high. 
Larger images will not be reviewed.

! Save images on a regular CD-ROM (not CD-RW, VCD, 
mixed media, Audio CD, or DVD).

! Include a typed, numbered list that identifies each image by 
title, date, medium, size, and other appropriate information.
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Manila envelope with sheet adhered to the front where you will list 
for your teachers:

• Names of  Colleges 
• Application Deadlines
• Admission Plan (Early Decision, Early Action, Rolling, 

Regular Admission)
• Teacher Rec Form (if  included)

Pick up business envelopes from the CCO.  These willl have MKA's 
return address in upper left corner.  Take as many as you need.  For 
example, if  you are applying to seven colleges, grab seven 

envelopes.

Teacher Rec Forms from either Common 
App or individual college or university

Write or print addresses for each college or university on 
envelopes so that your teachers can easily mail their 
recommendation letter. 
Please remember to adhere a stamp to ALL of  your envelopes. 
It isn't fair for teachers to scramble and run to the post office 
for you.

And, don't forget to thank your teachers!


