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Letter of Recommendation Format

Below is an optional format for a letter of recommendation:


 (current date)

To Whom It May Concern:

Paragraph I: Identify the student and the capacity in which you came to know him or her.  

Be specific to the project they completed under your supervision.

Paragraph II:  Give as much evidence as possible of the student’s increased knowledge, maturity, understanding of their project topic or other aspects of development during the time you worked with him or her.

Paragraph III:  Give as much evidence as possible of any of the following attributes:

· communication skills (written and oral)

· willingness to take initiative

· level of motivation

· planning and organizational skills

· technical knowledge or skills

· flexibility/adaptability

· interpersonal skills

· willingness to accept responsibility

· willingness to demonstrate leadership 

· analytical/problem-solving ability

· group interaction and team work skills

Paragraph IV:  Conclude the letter with your recommendation and accentuate the overall positive qualities you witnessed in this student.

Sincerely,

(writer’s signature)

(writer’s name-- typed)

(writer’s relevant title)

Things to Remember When Seeking a Letter of Recommendation:

1. Letter should follow the basic format on the reverse side of this page.

2. Letter should always be typed.

3. The signature of the writer goes between your closing (sincerely) and the writer’s typed name.

4. Make sure to spell check and grammar check the letter.

5. It should be in a 10 or 12 pt. font that is easy to read.

6. If the writer can put the letter on letterhead, have he/she do that (but only if it’s professional).  Regular paper is also acceptable.
7. Make copies of the letter before you send it to someone (so you can use it for other jobs, scholarships, etc. and keep it for your own reference).






