To: Instructor’s Name

Centered resume topic with sentence capitalization

You must submit this essay at the time of your recommendation. It is as important as any other part of your grading process, so you must follow the outline set here. If it is incorrect when you hand it in for your recommendation, you will have to wait until the next grading date. To avoid any problems, be sure to bring your resume to class at least a week ahead of time, so that it can be reviewed.


Resume should be typewritten – not done by hand. The dimensions of the paper are 8.5” by 11”. Double spaced, 12pt serif (i.e. Times New Roman) font, with 1” margins. The resumes should be two pages long. No bold face, underlining, or italics.

The two pages should be stapled together in the top left corner, folded into thirds, and placed in an envelope. 
The envelope should be a plain white business envelope, approximately 4” by 9”. It should have the instructor’s title and last name typed in the centre (i.e. Kyoshi G. Legacy, or Sensei McLaren). Place the $35 fee in the envelope. Do not seal the envelope.
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Typewritten Name

Date of recommendation
