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The Template of Writing a Recommendation Letter

Use the recipient's name

Heading-- Dear Mr. Brown if you know who to address

Salutation

To Whom It May Concern if you don't know
who to address

Introduce yourself, clearly define your
relationship with the person you're writing

about
The First
r Paragraph Recommend the person to the company
Academic performance
The Template of ’

Writing a

Internship experience

: Evaluate the individuals
Recommendation based on your experience

Letter with them Personal abilities
f——The Second Paragraph

Skills and achievement

Personalities

—

End with reiteration of the person's
strengths

Please do not hesitate to contact me if you
require any more information

“——The Closing P

g
Sign your name with the title and the name
of school / company
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Dear Ms Parker. Show the purpose of writing this letter and
rm delighted to be able to write a recommendation letter in support of Liz highlight the post that the applicant wants
Smith’s application for the post of re

o at your | to apply for.

Liz has worked at the Livonia Medical Center for three years, and has been Show Mosur’s connection with Liz Smith
a much-valued mamber of my staff team during that time. | arm sorry that - .
she is leaving Seattle, as she will be greatly missed. he is recommending.

Liz is a friendly, honest and reliable person, who has excellent people skills. Describe the personalities and the specific skills

In fact, she won our "service with a smile” award last year. that the applicant possesses.

| recommend Liz whole-heartedly: she would be an asset to any workplace. Strongly recommend him again and show
EREop feroes attitude ds hi

Please do not hesitate to contact me if you require any more information. referee s attitude towards him.

Yours sincerely,

Alex Mosur Referee’s name, the title and current place
HR Manager Of work

Livenia Medical Center
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T=swEs L HEESRIER ALY, FAEM, FUMASEORA, |Hona, semm, o
Hzsft T % Day - frEAc #%Am%‘ei ’Jif;lliﬂlh ALY, X055, FhldRimm, Efolss, Benn, Fags

H
2
b
®

50231351 & A0S 25 L T &3 34T 5E

0 2024-04-1 2, :
0 202404585, R, AR, SRR, R, rrsaéamt&,wfﬁ
IS 251 TS S o

0 2024-04-2 F3F , CREAS) , PR LN, FAMM, AR, AU 0 mRE CEEEN, FANE . E
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(2) B MR

WREF, HFRBRHIALE 6 FR, RERKPEECE=ABRETEAHALEHIZA,
OKBPEFEET LR, HAEFANBHRBEEFELELEFREFLN T ERUAHER 5H
BREHEAANEAGEEN, FFFLEOLRESE, FMELIDE.
---I’'m glad to be able to write a recommendation letter in support of sb’s application for the
post of + 5 fiL & # (receptionist / salesclerk /mechanic / accountant )
---1 have known him for many years and | think he is a person who has a lot of passion and
energy for the job he loves, so | am writing in support of his application for the post of analysis
inspector/ chemical salesclerk.
QOKREHEFEE, HAHFANFAHIBRELXRTRANER ALY, 5|7
FAEOKESL, FHMELITE,
---He graduated from Tianjin Vocational Institute in 2021,majoring in applied chemistry. In
college, he took such courses as ------ . So | believe he will have no difficulty in your company.
@KIREFEF B, AW FENAHRUEEZ BRI ERRNE AR
Pl RFAED KRS, FHELXITE.
---He won the award in English Speaking Contest this year./ He has won the award for the third
year in succession,
---He is also very good at communicating with others and helping people solve problems.
@ORIREFEFEE, HAHFENBHEEGREZ NAZTANERAALENY, 5|5%
EUKBE, FHELITE.
---He is a friendly, reliable , honest and intelligent person.
---He is a gifted /versatile and diligent person.
OKkBPEFEFERR, HARNFANBHRFABEFIHLERFANE AHELEM,
FlRFAED KRS, FHELXIDE.
---1 recommend him whole-heartedly: she would be an asset to any workplace.
---1 strongly recommend him to you, without any reservation, and appreciate your favorable
consideration of his application.
---Please do not hesitate to contact me if you require any more information.

(3) BEHARR
O#IFEFENBR-RAENMAZROP LR, 51 8FE 0 LBE, FUELIDE,
For examples: Optimistic/ humorous/ honest/warm-hearted/ upright/ responsible/ popular/
attractive/Unselfish/ modest/ tolerant/ gentle/ generous/ dedicated/ thrifty/ smart/
hardworking/Curious/ lovely/ cute/ experienced/ independent/painstaking/ industrious / full of
humor/skillful and patient/ have a sense of responsibility/ versatile, gifted.
@ TR Lk F A NFEE AR A R WA E RS RURE SEE % (F
fn: get along/ look forward to/ work out, etc.), 5| &% & Hk#4%, MELILFEK; WRE
W2 A R RNIR, BN RwE 22 B

e fFn it

s AN (LAD

EeIMEnEs @ S e = aces
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(3 FERBTFNRE

HMER U FEEFEEEREA, YEAN, REFNFERSR, FHEGEH
RIFNATAE, SEFRGEESIFMTELT: Ak L XREFEERFeEAKATNE
BR; ok 2: RREFECAEETENE, i, E7M; k3 XKREHEEESN
W, RIEEwH. EaE#H. MARTE#H, TEEER. AFERFEACRE —IREH
B, AREF - MEFCLHEWRELEAST AT E; FEFTHAKRREKFIMRE.

437 5
R Ak

(RRKFIIFHERBAR)
AR RE SN R BT AR W AF ) F LAF & A EE A (Teacher-Student Collaborative
Assessment, f&] # TSCA) # & &, # DL # W iF # (teacher-assessment) . = 4 B if
(self-assessment) #u[& £ & iF (peer-assessment) B % it 7, % WK 23 for:

H ¥

W

WG O o2 g 2B BT & A1 R E AR R PN E, INFETHEER.
REBFEIFREZFETMNKESESE, REAHREEEENRE, HAEHETRZL;
AETRFLTHERE, FEEC TN ECHWER, RAHE, 5, SRS ER%
BFRENECHER, EABRALUZIL, FxRE. FERRETREAFEELTE, ¥
BRENKFEECEHFALEENREZEAF —KUTE, FETRETHE. BFAE
WREGERF Ve LRAMAFA-_RGEWESRESE, THITM 2B URFENFE A,
HTERLWREEEHF —RUTE, fHANFEEERTEF4E, EXFANED
B R E R R, DB EH RN UL R EE, AEHECHWREHK.

5.HEF MR
ik BB I

(RBERFERFEERKE)
RRRFETRFHEGTEES MG, HITHRGAIE 65 4 FFHT (“EHERE"

- EEEERREZFRRERITND) BE, HEFHE 6517, WEFEA 607, EiE

92.3%, NTEHREHESTE, RRARERFLINTHAFEF, EREELT:

LEFRRE

R, A FARARARERFZRRETHR. F 96.67T0MWF AN HITRATRE

“ZE” BRAERFHERRRTHR, BFEBRATFNWHE 24 Fron:

B.~EE: 3.33%

HR, DBEBRAT AEARKRENER® (BB A BAFEFTEX
B, ARAFENE. AWRERPEFETHLERLIEF, F 93.34%H % £ LR E|
BEFEFNZZESGH, RS, TAAARNT T ERUREIREFERAT X

13




—ATHYBR b 3 A R A a4 2

F=, FAFERPRECHERESEMNMEREN . EREF LA, 7 0% F £
ETEMAFERPEECHNEATR, TENEMERGRLEMN;

FH, FESERBERREARS. £AREF R, 7 BWNFENRE “BE, £5,
BR” RGN ERE, FEBELENGITE —HRES;

Fh, FEARTHAUKPEEE. AREFRI, A TN FE LA RERERFHE
A AMABER, FHEXKREFR;

Fox, FEPRELER, AN EFIET. BEFIRAIBIRS. AREF LA,
H 93.33% 0 % £ IA A B E A AN ey T R A B R BR TT s 93.34%H9 F AL
ARAMERZEHER, REZAEHREL, RABCEAFNAERARE SFF
HIREA; H 90%HYF AN AFIHMARM. RP. REMRE FRENRE. WM.
FACFFERARIMY, AHETHEABEFIRR, RAFEFI I EMENE, HE
3 H B S A B R

Ft, FEFIWMERKERFEET . EREF LI, F 93.34%HF AN A B TR
¥ CZERE)T RAERE, HRTFIER, FAEH, MRT F I XBMFE AR T
T, B HEE. FHRT FURAHTA, BEFESEFNEITRE REE
REFER, BFRET AREHERNFT KK, FEETHMABRRF R KR
FEREPRE RS L

=it X it X
61/es 93.854 77.82 63/es 96.92%  81.73
FEREAEL SEAiER Fi85y FEREAZEL SEREEE Fiu5
(HWKREERS) (EREERS)
BN\, FEFLERFIRE, 2 NH K 25, ReFAFIHFMEHR R BEILFE,
=EEa AR

HIREEIPIPIEESIEmEY | ITREEEEMA. $WEREAR | FTEEEEaEEE=ER
TTEEsAEIT. FETFEIRYEA  iEFREAEeEEmEeMERAErEA F I T 2=
BEE LT RIS EMER I I SRR 1B S 8=k | sEELFaTi E VRS =nSi=RATE .
===, Glis |, RS | I EESE ity

== T ==L SEeYBESD
BEEEEEWIRFIE SEiairiEiEZ ERa--2

IEERIEEMNSIFLEFREIES S T A==V S{FayE=S EiaAlFLiEaTI=i=3 5=
= EhnsEEhAIEST T B eSS FRE D SERTEIEaTLAIE.

syErmer e EoTEatIEtT | BB |, - AUSSSSEEEE ISR T IS
F+

FTEEREDRS | S SEIARSSE BTSN | MR sES | EisEnTigs | Tu-=i==80
REATEIIESIEIEIE.

IEiEETREesaiE | iEfEMMAE. FTRiIC{Ir— eSS simFniaE. SARaEE=
ST aIESTS | SFERY=HE | - Sa = EaviTE. AR EFEEIEE TS — g T

WrsETRC S

EIrFEEEIE T EETEN Sl = . 1EE BRI i sEE T A-BE=1E
soEEtERgiEE. b= | iEiEEERAT A | SEIegiEiEsE O T LERIETFa9E=E
™. EETSIEERIDCO | EOlREERASFTeYIEEANIR | FFETESIESE T ST —E
HiFEgI=IMSEEIFGETIEES. = h0E T ERITIEEANRAS TR | iME=FSIFE
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2HFRA

O & mEMEHRFE LR (FEF R HF AR ERERE (2021 FHO) 155,
UFAEBOERLEIZS, WERREZRWRIEEES R, WRERFEEFE
R, WMREREIFMRE “#. F. 1 —HRUWTRE “Z531” BREXFFER,
e “FRELT NALREATHA., WAXMEZFFIFNE RN FERERELF
Wit R at, ERMEREHRNE, S RFAFLCERBFIFEE-HKBREL. £EKEE.
M EN. EEEEEETR, ARIZIAREHFAZME. M. &P %,
QELBGEFEFWELE S, UFEUARRER TR, FAKBHE, 5, %
KPEFECFHELSERIEZ, a3 owmmBRLE &R IEE. HYHELE 7
BANREFIZBE, EFEREBERECARTMERIBERTS T MARLLESEE
VR BEFERERNEE(ER; SHFETRRI KA, MBI, FakE. $A4F
NI, Fo#EE, #EHRFF, $HETITEFAERLR;
OAKTREFBARFEFLRFERNSLHFEITAKE, CFRNEFEETA.
WHEEER, Bk, Wik, WMRURREREGERBERE, —FHE, IFERFPH
SFFIREEN, F—FE, ETHRHEARE RN, SFfEE ¥ s RKREY
FAUR, RAZFNERR HBERA L, YHEBABIALFIEF, ZHR
wEENEE,

3FERR

IL¥AAERPEFFENIET, RAFIERERXE R Z E AL AE;
QEFAETERLRAGENLRLKER, WIEFEALTEY, gREHLTE, 4 FREE
Z AR D —ENE B,

4. KH %A

IAERS MRS EHF T LU B F AR BB T ELRUBARAEE, AEFERL
RN, AT RATEERURBENTZ M HE BN

2EEWBRER MRS, KIERIEE T EANEMKIEER; oMK ERETHEEAE,
M 2RARATREKFEDRA:
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