LETTER OF RECOMMENDATION FORM

Purpose: This document collects structured information from a recommender for the candidate
Candidate's Full Name, who is applying for Program Name / Job Title at University / Company |

SECTION 1: CANDIDATE REQUEST
Candidate Name: Full Name
Candidate Contact Email/Phone: user name@email.com / (XXX)XXX-XXXX
Applying For: Program Name / Job Title at University / Company Name
Deadline: MM/DD/YYYY
How to Submit: Example: Upload to portal, email to specific address
Note to Recommender: Candidate's brief note about why they asked you
Confidentiality Choice (Candidate checks one):

O Confidential: | waive my right to see this letter.

O Non-Confidential: | do not waive my right to see this letter.

Candidate Signature: Date:
MM/DD/YYYY

SECTION 2: RECOMMENDER INFORMATION & CONTEXT

Recommender Name: Full Name

Recommender Title: Professor / Manager / Supervisor
Organization: University / Company Name
Professional Email: user name@email.com

Phone: (XXO00) XXX-XAXX

Nature and Duration of Association with the Candidate:

Capacity of Relationship: e.g., Direct supervisor, Academic advisor, Project lead

Length of Time Known: e.g., 2 years, 3 academic semesters



Context of Interaction: Brief description, e.g., "Supervised work on the Alpha product launch," "

SECTION 3: ASSESSMENT OF QUALITIES AND SKILLS

Please indicate the level at which the candidate demonstrates the following qualities, compared
to their peers.

Intellectual Ability: O Outstanding O Above Average O Average O Below Average
Work Ethic: O Outstanding O Above Average O Average O Below Average
Teamwork: O Outstanding O Above Average O Average O Below Average

Communication Skills: O Outstanding O Above Average (O Average (O Below
Average

Leadership Potential: O Outstanding O Above Average O Average (O Below
Average

SECTION 4: NARRATIVE EVALUATION

Key Strengths and Specific Example:

A primary strength observed is e.g., leadership, creativity, perseverance. This was
demonstrated when Describe a specific situation, the candidate's action, and the positive «

Significant Contribution or Achievement:

One notable achievement was Describe the project/task, the candidate's role, and the «

Growth and Potential:

Notable growth has been observed in e.g., technical skill, confidence, strategic thinking. The
candidate's potential for e.g., graduate study, advanced leadership is considered e.g., ¢

Final Endorsement:

O Recommend without reservation (Top-tier candidate)
O Recommend highly (Strongly endorse)
O Recommend (Good candidate)

O Recommend with reservation (Adequate candidate)



Overall Summary and Suitability:

Brief statement summarizing why the candidate is a strong fit for the specific opportunity

Recommender Signature: Date:
MM/DD/YYYY
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