
 
 
 
 
 
 
 

When requesting a Letter of Recommendation, provide enough relevant information so that the writer can include 
specific and personal facts about you in the letter. Make sure to give the writer at least two weeks notice when 
requesting a recommendation. Include a cover letter with your request for a Letter of Recommendation. Your cover 
letter should politely ask for the Letter of Rec and give a reason for the request. Attach an unofficial copy of your 
transcript to your request for a Letter of Recommendation. 

 
Student Name & Student ID # 

 

 
 

Grade Level  
 

 
Contact e-mail or phone # 

 

 
 

Reason Letter of Recommendation is being requested: (scholarship, college application, special award, military, 
job, etc.) 

 

 
 

Letter will be addressed "To Whom it May Concern" unless otherwise indicated. 
Letter address to: 

 

 
 

Grade Point Average (overall) 
 

 
 

Selection criteria (ie. community service, grades, etc.) 
 

 
 

Family: With whom are you living: both parents, mother, father, other? Where do you work/what do they do? 
Number of brothers/sisters? Any in college? 

 

 

Letter of Recommendation Information Packet 



College/Career plans: What are your plans after high school? 
 

 
 

What type of student are you? What academic settings or assignments make you thrive? What interests you the 
most about learning? 

 

 
 

What might others (teachers, coach, or employer) say is your greatest strength or character trait? Why? 
 

 
 

Describe a single academic accomplishment (for example: major paper/project, science project or experiment, 
artistic project or accomplishment) of which you are proud, and tell why you take pride in it. 

 

 



Describe a situation/experience where you persevered, despite the obstacles and odds stacked against you. 
What did you learn about yourself? How did you persevere? 

 

 
 

What sets you apart as an individual? 
 

 
 
Please list any clubs/activities/volunteer experiences you have participated in while in high 
school. 

 

 



Please list any Volunteer or Work Experience you have done while in high school. 
 

 

ACT & SAT Test Information 
 

 

 
ACT Reading - note score & date taken 

 

 
 

ACT Math - note score & date taken 
 

 
 

ACT Writing - note score & date taken 
 

 
 

ACT Science - note score & date taken 
 

 
 

ACT Composite - note score & date taken 
 

 
 

SAT Reading - note score & date taken 
 

 
 

SAT Math - note score & date taken 
 

 
 

SAT Writing - note score & date taken 
 

 
 
Self Evaluation (don't be too hard on yourself) 

 
 



Academically -  1 - Below Average 2 - Average 3 - Above Average 4 - Real Strength 
 
 

 
 
 
Personality - 1 Below Average 2 - Average 3 - Above Average 4 - Real Strength 

 
 

 

1 2 3 4 5 

Sense of humor 

Self Confidence 

Warmth of personality 

Concern for others 

Emotional maturity 

Growth Potential 

Leadership 

Energy 

Reaction to setbacks 

Respect accorded to 
faculty 

Respect accorded to 
classmates 

1 2 3 4 

Organization 

Willingness & ability to 
work 

Self Discipline 

Imagination/creativity 

Ability to write 

Ability to comprehend 

Oral expression 
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