I am always thrilled to write letters of recommendation for excellent students. In fact, this activity is one of my most important each semester. I take it very seriously. Usually I turn these around with sheer rapidity. 
owever, be aware that I am asked, on average, to write seventy (70) letters in fall and some thirty (30) letters in spring. Therefore, I have devised some commonsensical rules for you to follow so that your letter gets done in a timely fashion. 
Rule 1: Be sure to follow up an oral request for a letter with an e-mail to me. 
Rule 2: In this e-mail, give me all the requisite details I need (especially the time deadline). 
Rule 3: Always supply me with the proper stationery and forms, and make sure there is a stamp already on the envelope. Without these, your letter may not get done.
Rule 4: Do not ask me to write you a letter of recommendation the day before or the week before it is due. Plan ahead. Give me at least two weeks to get the letter(s) done. Three weeks would work even better. 
In other words, remember that your professor wants to write you a superlative letter and that she can do so only if you give her the time and information with which to write such a letter!
