Guidelines for Recommendation Letters

To the Applicant:  Provide your recommenders with a copy of these guidelines and a stamped envelope addressed to Congressman John Rutherford, 4130 Salisbury Road, Suite 2500, Jacksonville FL 32216.  The recommendation letters must be postmarked by October 2, 2020.  You can include them in your packet if they are in a sealed, signed envelope.  

[bookmark: _GoBack]To the Recommender:  The purpose of the United States service academies is to provide a college education and military training to prepare young men and women for careers as officers.  Your recommendation is vital in the congressional nomination selection process, so please be as complete as possible.  Please use the following guidelines in writing your letter of support.  The recommendation should be returned to the Jacksonville office in an envelope with your signature across the sealed back flap.  It must be postmarked by October 2, 2020, or the student’s application will be considered incomplete and s/he will not be eligible for a nomination.

Please begin your letter by stating the applicant’s name and how long and in what context you have known the applicant.  Place special emphasis on the strengths and weaknesses of the applicant’s exhibited leadership qualities.  Include any personal circumstances or conditions you know which might affect the applicant’s eligibility.  Your comments should not exceed two pages.  The following is a recommended list of attributes for you to discuss in your letter of recommendation:

· Leadership abilities
· Intellectual abilities
· Ability to work and succeed under pressure
· Ability to work with others
· Motivation of the candidate
· Maturity of the candidate 

Please be sure to include your printed/typed name, your position or title, your address or the address of your school or company and a phone number.  Be sure to sign your letter of recommendation.  Thank you.








Sample Resume

Jane N. Doe
4130 Salisbury Road, Apt. 2500
Jacksonville, FL 32216
904-831-5205
JaneDoe@gmail.com

Education
DUVAL HIGH SCHOOL
· Attended 2015 to Present, will graduate 24 May 2019
· 3.69 Cumulative GPA
· Top 5% of graduating class (100 students)

Extracurricular Activities
JROTC
· Kitty Hawk Air Society Commander (10,11,12)
· Executive Office (11)
SCRAPBOOKING CLUB: Active member (9,10,11)
STUDENT COUNCIL
· Active member (9,10,11)
· Senior Class Secretary (12)
NATIONAL HONOR SOCIETY: Active member (10,11,12)
TENNIS
· Varsity letter (10,11,12)
· Junior Varsity (10)
· Team Captain (11,12)

Awards and Accomplishments
LEADERSHIP CONFERENCES
· Girls State, Jacksonville, Florida (June 2016)
· National Youth Leadership Forum on Defense, Intelligence and Diplomacy, Washington, DC (October 2017)
· Kitty Hawk Air Society Worldwide Conference, Daytona Beach, Florida (June 2014 and June 2015) 
AWARDS
· Baker School Board Award (2017-2018)
· American Legion Military Excellence Award (2016-2017)
· AIA Scholar Athlete Award (2015, 2016, and 2017)
HONORS
· Member of the National Honor Roll (2018)
· Members of Who’s Who Among American High School Students (2018)

