SAMPLE

Co-op/Career Service Offices – Use this sample as a guide to create a recommendation letter for a student on school letterhead

Date

National Aeronautics and Space Administration
John H. Glenn Research Center at Lewis Field
Attn:  Lynda D. Glover, Co-op Coordinator
21000 Brookpark Road, M.S. 500-301
Cleveland, OH  44135-3191

Dear Ms. Glover:

I am pleased to recommend ___________________ for a cooperative education position in your organization.  The information below is a summary of the student’s qualifications.

	Major:
	____________________________________________

	Semester/Quarter Hours Completed:
	____________________________________________

	Hours needed for Degree: 
	____________________________________________

	Cumulative GPA: 
	____________________________________________

	Current Class Rank/Classification:
	____________________________________________

	Projected Graduation Date:
	____________________________________________

	Proposed Start Date:
	____________________________________________


If you need additional information you may contact ___________ at (____) ____-_____.

Sincerely,

