
LETTER OF RECOMMENDATION 
Personal Data Form 

(Student: Use form to request a letter of recommendation.  Always allow at least two 
weeks for the letter to be written.) 

 
I am requesting that I have my letter completed by __________. Thanks! 
 
Thank you for agreeing to write a letter of recommendation.  Below I have 
listed information that I think would be helpful in writing the letter. If 
possible, it would be appreciated if the letter could be typed.  Thank you. 
 
My Name_________________________________________ 
 
Reason for recommendation:  !Scholarship application 
     !College application 
     !Job reference 
     !Other 
 
Letter to be addressed to:  !To Whom It May Concern 
  -OR-   !Other: 
      _____________________ 
      _____________________ 
      _____________________ 
 
Cumulative G.P.A.________   Class Rank: ______out of a class of________ 
 
My college/career plans are: 
 
 
 
The advanced courses which I have completed, or in which I am currently 
enrolled are: (AP courses, advanced level math, science, foreign language, 
etc.) 
 
 
 
 
The clubs, activities, sports and/or student government in which I have 
participated including the grade levels and offices held. 
 



 
The community service or church activities in which I have participated: 
 
 
 
 
The awards/honors I have received are: 
 
 
 
 
 
 
The volunteer experiences I have had are: 
 
 
 
 
 
The paid employment I have had is: 
 
 
 
 
My travel experiences are: 
 
 
 
 
Describe any personal goals you may have set for yourself: 
 
 
 
Describe any personal strengths that may not be reflected in your academic 
achievements. 
 
 
 
 
Other information about me that could be included in my letter is: 


