Suggested Format for 

Letters of Recommendations

Important: Please limit your letter to one page, typed and single spaced. Choose 3 or 4 topics that you can write about the student in your classroom. 

Suggestion: Ask your students to supply you with information in areas where your 


knowledge may be limited.

I.
Knowledge of student



A. How long you have known student



B. What capacity you know students

II.
Personal Traits



A. Social grace- manners, dress, etc.



B. Ability to get along with peers, teachers and/or community members



C. Leadership qualities



D. Sincerity

III.
Educational Objective



A. Area planning to study



B. Your opinion of their choice

IV.
Ability



A. Class work- Quality, scope, originality, etc.



B. Independent study



C. Industriousness



D. Initiative

V.
Achievement



A. Accomplishment of objectives in class assignments



B. Quality of work



C. Subject test scores / Rank with other students



D. Special honors or recognition

VI.
Special Interests



A. Hobbies



B. Musical abilities, Athleticism

VII.
Financial Need - If known

VIII.
General Statement of ability to succeed in college based on the above qualities. 

