
KINGSTON HIGH SCHOOL  
Guidelines and Data for Letters of Recommendation  

 
Employers, colleges and scholarship donors often ask applicants to submit letters of recommendation. The purpose of 
this form is to help you provide information the letter writers need in order to write a more comprehensive and 
personal letter. Every person who writes a letter for you may not need all of this but it is always better to give them 
more information rather than less.  

 
When requesting a letter of recommendation, be sure to: 

 
 Think of someone who knows you and your strengths well and who likes you! 
 Ask them in person: “Would you be comfortable writing a letter of recommendation for me?” 
 Make an appointment to give them your completed personal data from this form and to answer any questions 
 Clarify the purpose of the recommendation 
 Make certain the letter writer knows the deadline and give them plenty of time (3-4 weeks at least) 
 Offer to provide an addressed envelope for them to return the letter to you 
 Always follow up with a thank you note to show your appreciation for their time and effort  
 Let the writer know how things turned out for you – they really are interested! 

 

  
 
Please provide the following information, neatly typed on separate paper. 

 

Personal Information 
 
Full name     Date letter needed 
Today’s date       Email address 
Home phone number    Cell phone number 

 

Experiences
 
School and/or Community 

1. Clubs and activities 

 Your grade level when you participated 

 Any leadership role 

 Any awards 
2. Athletics 

 Your grade level when you participated 

 Any leadership role 

 Any awards 
3. Participation/leadership in ASB activities 
4. Academic honors 
5. Volunteer/community service 

 Place/organization 

 Your grade level when you participated 

 Your role 

 Ongoing - number of hours/week?  

 Project specific – number of total hours? 

 
 
Paid work 

1. Summer 

 Job description 

 Number of hours per week 
2. School year/year round 

 Job description 

 Number of hours per week 
Cultural  

1. Foreign exchange 
2. Travel abroad 
3. Activities that have enriched your understanding of 

other cultures 
4. Anything else 

 

 
 
 
 



Personal Reflections 
 

1. The three qualities I like best about myself are: 
2. The three qualities I think my friends like best about me are: 
3. The three qualities I think my teachers like best about me are: 
4. Some things about me that help me get along with other people are: 
5. My greatest personal strength is: 
6. My biggest area of weakness is: 
7. I have shown leadership skills by: 
8. The accomplishments I am most proud of are: 
9. The most meaningful extracurricular experience I have had is: 
10. My academic goals are: 
11. My future/career goals are: 
12. An important thing that I would like included in a letter of recommendation is: 

 

 

Post-High School Plans 
 

1. Please list colleges and/or training programs you are considering (in priority order) 
2. Fields of study/professions you are considering 

 
 
  
 
Student Name:         
 
Using the guidelines given, please request letters of recommendation from three people and ask them to sign below 
acknowledging that they have agreed to write a letter for you. Again, the letters should be from: 
 
 
 
Teacher:          (Name)    Date:    
 
Signature:        
 
 
Teacher or KHS staff member         (Name)   Date:    
 
Signature:        
 
 
 
Adult in the community NOT affiliated with KHS:          (Name) 
 
Date:     
 
Signature:        

 
 


