Jordan A. Bennett
[City, State]   ·   (000) 000-0000   ·   your.email@email.com   ·   in/yourname


[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
It is a pleasure to write this reference for [Student’s Full Name], who has been my student in [subject/grade] at [School Name] for [length of time]. Teachers meet hundreds of students; some ask you to write letters, and a few make you glad to be asked. [First Name] is the third kind.
In my classroom, [First Name] has been [diligent, curious, kind to classmates — the true ones]. What sets [him/her/them] apart is [a concrete classroom observation — the project that outgrew the assignment, the quiet help given to a struggling classmate, questions that showed real thinking].
[First Name] is prepared for [what they are applying to], and my confidence in [him/her/them] comes from daily evidence, collected over [length of time].
I am glad to answer questions at [school email or phone]. Programs that take a chance on [First Name] will find it was no chance at all.
Sincerely,
Jordan A. Bennett
