
Requesting Teacher Recommendation 

*All teacher recommendations must be requested through Naviance. DO NOT send teacher or counselor recommendation requests 
through Common App or Coalition App. 

Step 1: Talk to the teacher in person and ask if they are willing to write a letter of recommendation for your college 
applications.  

*Have this conversation 5 weeks PRIOR to the STUDENT deadline.  

Step 2: Login to Naviance and Select Teacher 

 -Identify the colleges you would like that teacher to send a recommendation  

 

Step 3: Follow up with the teacher to verify they received the email request sent from Naviance 

 -Sometimes the email goes to the teacher spam folder.  

 

https://student.naviance.com/kellhs 

https://student.naviance.com/kellhs
https://student.naviance.com/kellhs


Requesting Counselor Recommendation 

*All supporting documents sent from Kell HS will be submitted through Naviance. DO NOT send teacher or counselor 
recommendation requests through Common App or Coalition App. 

Step 1: Identify College Application Deadlines & which colleges require a Counselor Recommendation/School 
Report/Secondary School Report. All requests must be made 5 weeks PRIOR to STUDENT deadline. 

 

Step 2: Download & Complete the Student Letter of Recommendation located under the Task section in Naviance 

 -Tasks located on Welcome screen  

 OR 

 -Click on Planner  Tasks 

 

Step 3: Upload the Student Letter of Recommendation to Task 

 

 

Step 4: Official request will be made when student pays for and completes transcript request form in MyPaymentsPlus 

 *Refer to Part 1 & Part 2 of Transcript Request for full directions to complete transcript and LOR requests 

https://student.naviance.com/kellhs
https://www.mypaymentsplus.com/welcome

