LETTER OF RECOMMENDATION
PERSONAL DATA FORM

It is important that this form be filled out accurately and completely to aid your teacher, employer,

community member, etc., in preparing their Letter of Recommendation.
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Complete this form as soon as possible and give it to whomever you have asked to complete a
Letter of Recommendation. Allow at least 1 week for letter to be written.

STUDENT NAME

Describe your college/career plans.

List advanced courses which you have completed or in which you are currently enrolled (i.e.
AP courses, math, physics, etc.)

List clubs, activities, sports, and/or student government participation (Indicate grade levels and
offices held).

List any awards and/or honors you have received.
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PERSONAL DATA FORM

PAGE 2

Describe work or volunteer experiences you have had.

Cite any experiences you have had that demonstrate:
- Innovation and creativity

Leadership

Motivation and interest

Unique competencies or expertise
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PERSONAL ESSAY

SUGGESTIONS FOR WRITING A PERSONAL ESSAY

Writing a Personal Essay is something that every individual needs to make there own. Like any essay,
a Personal Essay should be concise, creative, well written and neat. We also ask that your essay be
limited to one (1) page. Other than that, this is your essay, and don’t forget that you’re writing this
essay in the hopes of convincing an individual or organization that you deserve their scholarship money.

Below are suggestions to help in writing your Personal Essay;

A. Introduce yourself by using some of the following points
1. Academic accomplishments-awards, organizations, clubs, grades and classes
2. Community service-on or off campus, extra-curricular activities, jobs or volunteer work
3. Leadership activities, abilities and interest
Remember this is no time to be modest-If you don’t tell them they won’t know

B. Educational and career plans
1. Where do you plan to attend college?
2. What is your intended major?
3. Intended profession

C. Financial need
1. How will this scholarship assist in achieving your short, long term plans
2. How will you use the money so that the individual or organization feels that
their money is well spent

D. Express appreciation to the sponsoring individual or organization for offering their
money to a deserving student

E. After completing your essay, have someone read it who can be objective and who
will not mind offering his/her honest opinion

GOOD LUCK!

16




