
Supporting Documents 
 

Letters of Recommendation  

 

You need to ask the appropriate person to write a letter of recommendation. Don’t ask 
someone who knows nothing about you. Essentially, this person is backing up what you have 
written in the application.  
 
Although college/scholarship requirements vary with respect to teacher recommendation, it 
is suggested that you get two academic teacher references. Colleges/scholarships prefer 
recommendations from teachers of courses you have taken in the junior and senior years. 
Once you have notified those teachers you wish to ask, you should do the following.   

● Provide each teacher with information such as a written summary of activities (a 
resume), names of colleges to which you are applying, and your personal goals in 
order to assist the teacher in writing the recommendation.   

● Be sure you allow your teachers two to four weeks to complete your recommendation. 
Don’t wait until the last minute to request. Remember to give your recommender 
enough material so that writing the recommendation is quick and easy for them.   

● Provide the teacher with a business envelope, address it to the college, place a stamp 
on it, and jot the school’s deadline on the inside flap of the envelope.   

● Last but not least, be sure to say thank you the recommender. This may be the letter 
that rewards you a nice scholarship.  

 
If a college/scholarship application you are completing contains its own Teacher 
Recommendation Form(s), we suggest the following.   

● Complete the steps as outlined above.   
● Fill out the personal information section on the college’s teacher form, and then give it 

to the teacher with the materials listed.  
● If you request the letter before you are sure of which college you are applying to, 

provide those materials to the teacher as soon as possible.  
 

 
 
 
 
 
 



Letter of Recommendation Worksheet  
 
Student Name _______________________________________________________________  
 
Name of award of scholarship being sought __________________________________ 
 
Deadline for letter(s) _________________________________________________________ 

 
Academics  
#of students in graduating class __________Class Rank __________ GPA ________  
 
Scholastic awards or recognitions 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

 
Extracurricular Activities (always include leadership roles)  
Clubs/Organizations _____________________________________________________________________ 
 
Athletics _________________________________________________________________________________  
 
Special Projects: _________________________________________________________________________ 
 
Community Work  
Scouts, Town Youth Council, Volunteer or Philanthropic Service: 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 
Employment (especially where skills were required/developed) 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 

 
Other:  What are your college plans and goals: 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 
What are your personal goals and aspirations: 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 
Church and/or family activities: 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 



The College/Scholarship Interview  

 
The college/scholarship interviewer does not want this to be a horrible, nerve wracking 
experience. They are determining if the college and you are a good match. You will make a 
great impression if you are relaxed and being yourself. Practice what you may say to sample 
questions below and always be prepared to answer the “WHY” that goes with each 
question.  
 
TIPS TO REVIEW BEFORE GOING TO A COLLEGE INTERVIEW   

● Get the name(s) of anyone you talk to when setting up or planning interviews.   
● Get the name and title of the interviewer for writing a thank you note and follow up.   
● Start with your least difficult school to get into and least desired.   
● Prepare answers to anticipated questions   
● Prepare questions to ask yourself.   
● Dress appropriately and be punctual.   
● Don’t offer any negative information.  
● Don’t apologize. You are the “buyer.”   
● Try to develop a personal relationship with the interviewer.  

 
Sample Questions for the College/Scholarship Interview   

● What do you do best?   
● What is the last book you read?   
● Who is your favorite author?   
● What person has influenced you the most?   
● What event has influenced you the most?   
● What are your best traits?   
● Tell me about yourself? We have your application, your transcript, your test scores, and 

recommendations. What ELSE do you want us to know about you?   
● Why do you want to go to college?   
● What made you select this particular college or university?   
● What do you think you will add to this college or university?   
● What have you liked and disliked about high school?  

 
And for some interviewers the most important question is and guaranteed to come up is:  Do 
you have any questions?  

● The worst possible answer is “no, you have answered them all.”  
● You need to have questions. Ones that cannot be answered by looking at their 

website.  
● Ask questions that concerns your interests.  
● Don’t ask questions that put their school/organization in a negative light.  
● Show that you have thought about their school/organization and you are interested in 

learning more.  



● Ask open ended questions; not yes/no questions. 
 

The College / Scholarship Essay  

 

The college/scholarship essay is one part of the application process that gives students the 
opportunity to inform admissions officials and/or scholarship committees about their special 
abilities, interests, and qualities. While a superb essay will not cancel out a poor high school 
record, a well written essay can make a student with a good record stand out from the other 
applicants.  
 
Colleges and scholarships that ask students to write an essay really do want to know the 
person behind the numbers. A good essay can present the student as an interesting and 
valuable person who is worth knowing, who is genuine, thoughtful, engaging, and able to 
handle what he or she has set out to do. An essay can also comment on any setbacks the 
student has suffered or explain any gaps in the academic records.  
 
In general, essays are evaluated on three basic criteria.   

● The student’s ability to use standard written English that is correctly written, 
punctuated, and contains correct grammar usage and syntax.   

● The content, substance, and depth of insight which reflects the student’s ability to 
think about him/herself and to convey authentic feelings or opinions about a topic.   

● Creativity and originality which shows an individual who would bring qualities such as 
intellect, initiative, energy, and a fresh viewpoint to the college community.  

 
Student writing college/scholarship essay would do well to avoid the following.   

● Inflating experiences, trying too hard to impress, or adopting a pompous overly 
intellectual tone.   

● Expression of anger or hostility toward others.   
● Mere repetition of information that is available elsewhere in the application.   
● Undue influence by parents or other adults in writing of the essay. The voice of an 

adult can easily come through an essay too strongly and drown out the authentic 
voice of the student writer.   

● General statements and clichés that make the essay unremarkable from hundreds of 
similar essay which admission officials read. Telling details and specifics make the essay 
“live.”   

● Being over cautious or too eager to please the admissions committee. A mediocre 
essay won’t hurt an applicant much, but a truly good one can help immensely.  


