[TODAY’S DATE]
Dear Mr. Greatestteacherintheworld: 
Thank you so much for agreeing to serve as my advocate by writing my college recommendations.

At this time, I know for certain that I will be applying to [NAME OF COLLEGE/UNIVERSITY] under their [EARLY ACTION OR EARLY DECISION] admission plan.  Under this plan, my application must be submitted by [EARLY APPLICATION DEADLINE], so I would appreciate your sending my recommendation by that date.  I have attached an addressed, stamped envelope and the necessary teacher recommendation form.

In the near future, I will provide you with a list of the other colleges to which I will be applying along with their deadlines.

Thanks again for supporting me as I begin the process of applying to college.  I will be sure to let you know of my admission decisions as they become available.

Sincerely,

Suzy Q. Student   

