
You will not be able to complete and submit your application without uploading your
recommendation letter(s). If your recommender has a policy against sharing letters with
students, please review page 4 of this document for alternative submission instructions.
Letters of Recommendation received after March 3rd will not be accepted; this deadline is
strictly enforced. Please do not ask for an extension of this deadline - it will not be given.

Students: Please review and share these guidelines with anyone writing your
letter of recommendation.

Applicants must obtain at least one (1) letter of recommendation to accompany their TIPS intern
application in order to be considered for the TIPS summer internship program. Letters of
Recommendation can be provided from school teachers, counselors, coaches, religious leaders,
neighbors, supervisors, volunteer coordinators, and former or current bosses,  but cannot be
written by family members or peers. 

If desired, applicants can choose to submit a second letter (optional), and this may come from the
above options as well as from a family member or peer. The number of letters submitted will not
have a direct impact on your overall chances of being selected. 

Student applicants must obtain and upload their recommendation letter as part of their
internship application. All applications with letter(s) are due Friday, March 3rd, 2023 at

Midnight.
 
You will submit your letters of recommendation as file uploads in your TIPS internship application
on the SUBMITTABLE platform.

Please share the instructions on the next page with your writers to obtain your letter of
recommendation. If you need a translated copy of these instructions, or your letter writer(s)
wishes to submit a letter in a language other than English, please send us an email in advance at
apply@teensinpublicservice.org.

You should ask the individual(s) who you would like to write your letters ahead of time and make
sure they are aware of the deadline for you to submit your letter(s) and application - March 3rd. 

If you have any questions, please contact us at apply@teensinpublicservice.org 
(Do not send letters of recommendations to this email address).

2023 Letter of Recommendation Guidelines

Deadline to apply: March 3, 2023

STUDENTS: 
APPLY TODAY!
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Include information on your relation to the applicant, as well as how long you
have known them.
 Please keep your recommendation within the 600 word limit (max).
Share your letter with your student before the March 3rd application deadline.

[Name of Applicant] ___________________________ is applying for employment
with the TIPS 2023 summer program and they must have a letter of
recommendation to complete the application process. You are being asked to write
a letter on behalf of this candidate. 

Writing Directions:

Please write your letter based upon the prompt below:

Prompt: TIPS interns demonstrate strong qualities of leadership, a dedication to helping
others and their community, teamwork, and effective communication. How have you
seen the applicant demonstrate one or more of these qualities? 

If you have policies against sharing letters with students directly, please communicate this to
your applicant. Both the recommender and applicant should follow the alternate submission
guidelines.

TIPS MISSION: 
Teens In Public Service (TIPS) is dedicated to developing future leaders committed to their
communities. TIPS offers young leaders paid community service internships that link them to
service while providing non-profit organizations with bright, reliable interns to help fill their
workforce gaps. TIPS teens serve throughout the Puget Sound area in a variety of causes, to make
a difference in the lives of others through meaningful summer work. TIPS interns are exposed to
the importance of dedication and nonprofit services, and their passion helping others serves as a
foundation for learning their strengths as young leaders in their community. 

To request your letters:
Please share the following information with your recommenders. If you would like to request a

translated version of these instructions, please email apply@teensinpublicservice.org.



2023 Letter of Recommendation ALTERNATE
Submission Guidelines

 Fill out THIS DOCUMENT, with the name and email address of your recommender.
 Upload this document in place of this letter when you are ready to finalize and submit your
application. 
 Repeat this process for any other letters in which your recommender prefers not to share the
letter directly with you.
 Email apply@teensinpublicservice.org with any questions about this process.

 Complete your letter using the writing directions on page 3 of this document and email
directly to TIPS at letters@teensinpublicservice.org 
 Please include the student's NAME and EMAIL address within the body of the email, so we can
ensure it is matched with the correct applicant.
Please email apply@teensinpublicservice.org with any questions.

Please use these instructions ONLY IF your recommender has a policy against
sharing letters of recommendations.

 
Remember: all application components are due by 11:59pm on Friday, March 3rd.

This means, your recommender MUST email their letter to TIPS (per the
instructions below) BEFORE this deadline in order for your application to be

considered. 
No late letters will be accepted.

 
 

Student Instructions:

1.
2.

3.

4.

Recommender Instructions:

1.

2.

3.

https://teensinpublicservice.org/s/Letter-of-Recommendation-Placeholder-2022-1.docx
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