Letter of Recommendation Form




Recommender/Evaluator __________________________________


Student being evaluated ________________________________


Type of position ____________________________________


Date given to evaluator _________________________________


Deadline for submission to the program ___________________


The evaluation is: Waived _____ Not Waived _______

(Waived means the student has voluntarily given up the right to view the letter. This is recommended) 

Dear Evaluator:

The above named student is applying for the type of position listed. Please provide details about this student that would otherwise be unavailable to those reviewing the candidate. Most helpful are the unique things you may know about this individual along with the usual academic or character assessments.  It is especially helpful if you could back up any adjectives you use, such as compassionate, intelligent, leader, etc., with brief illustrations from the person’s life.  Your letters are very important, and please keep in mind that the deadline listed above is important to the student’s successful application to the program.

In addition to this form, the student should provide you with:

1. A statement about why they are interested in this position and especially why they are qualified for the position in question.  

2. A resume or summary of their activities and involvement in the academic and extra-curricular life at Gordon. This should especially include information about what jobs the student has worked on during school or in the summer. Various volunteer activities, RA/TA jobs, anything that could help the professor write a more accurate and complete evaluation should be included. These are the supporting details for the statement in #1 above. 

3. Address or addresses to which this recommendation should be mailed and due dates.

