EXAMPLE

Jason Allen

Lava Flow Drive

St. George, UT 84770

435-619-7661

March 01, 2007

Dear Mr. Edward Bloom: 

As you know I am currently in the 11th grade and scholarship season is creeping up on me. I have attended many tutoring sessions and the summer programs with Upward Bound. I am currently applying for the Discover Card Tribute Scholarship. This scholarship is very competitive, and I need your assistance – as someone who is aware of my academic and service abilities- to make myself eligibility for this scholarship. I would greatly appreciate it if you could write me a letter of recommendation for this scholarship. I realize that the recommendation process is demanding, but I would be honored if you made the sacrifice of time to assist me. I have enclosed a brief summary of my qualifications for the scholarship. Unfortunately this scholarship has very strict regulations on how to write the recommendation. I have enclosed the regulations below:

· Each letter must be addressed “Dear Tribute Award Judges

· State how you know me and for how long 

· Include your signature, address, telephone, title, and date

· Be no longer than two pages 

· Can’t include my exact GPA or class standing

I hope to complete the application process by the end of December. I would appreciate it greatly if I could please pick up the recommendation no later than December 16th. 

Whether you know it or not, Mr. Bloom, you have had a significant impact on my academic success. I am grateful to you and thank you in advance for the assistance you are providing me. 

Sincerely, 

Jason Allen 

