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SAMPLE "SPECIAL EVALUATION" LETTER 

October 21, X)OOC 

Melissa DeBlois, Director 
Office of Prior Learning Assessment 
P.O. Box 489, 
Montpelier, VT 05601 

Re: Shirley Templer - Special Evaluation for "Computer Applications" 

Dear Director, 

This letter is written on behalf of Shirley Templer to evaluate her request for credits in "Computer Applications" 
through the Assessment of Prior Learning Process. 

I have been a computer professional for 15 years. I have taught Computer Applications for the Community College 
of Vermont for the last six years. I am currently employed as a computer specialist with the State of Vermont, 
Department of Transportation. I hold a Bachelor's Degree in Engineering Technology from Norwich University and 
a Master's Degree in Computer Science from the University of Vermont. 

I did not know Shirley Templer prior to her call asking me to do a special evaluation for her in the computer area, 
but my sister has gone through the APL experience; therefore I am somewhat familiar with the process and was 
willing to help this student. 

Completion of the "Computer Applications" course requires demonstration of knowledge in several areas: operating 
systems and application software, especially an introduction to word processing, windows, spreadsheets, 

presentations, and file management functions. 

I met with Shirley for a two-hour interview and have observed and reviewed her learning components and her 
computer work in relation to her job with the Johansen Company. In addition, I asked her to perform several 
computer tasks in order to prove her abilities in a number of areas not normally performed as part of her job. Shirley 
uses a PC extensively in her job and easily used the computer available at our meeting. 

Below is a list of demonstrated skills and tested competencies which fully validate, in my opinion, Shirley's request 
for three credits in "Computer Applications." 

1. Word Processing: Shirley is very competent using word processing programs on the PC. She demonstrated 
document creation, extensive editing, formatting, printing, and even some basic desk top applications. Her 
facility with word processing far surpasses expectations I have for my students.

2. Spreadsheet Functions: I asked Shirley to create a worksheet and then enter numerical and label data. She 
was then required to build several simple formulas using functions and ranges of data, copy data and 
formulas, reformat labels and current data, and finally to print the finished worksheet. She could create 
graphs and charts. Her knowledge was comparable to expectations for my students.

3. Presentation Software: Shirley uses presentation software as a regular part of her job. She shared some 
previously created presentations incorporating charts and graphs, tables, images and videos. In addition, I 
asked her to create slides for me with links to appropriate support pages and she did so effortlessly. 

As I said above, it is my opinion that Shirley should be awarded credit for "Computer Applications". She has 
demonstrated the equivalent knowledge of a student who would have passed my class with an "A" grade. 

Sincerely, 
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