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> Letters of Recommendation

>  #H2EH¥R: Teaching Goals

»  After Teaching this lesson, you will

1. learn about the layout and contents of letters;
2

3

4

write the recommendation letters completely correctly;
Polish your writing more accurate;
knowwhat a good letter of recommendation is like.

» Leadin

HFEKXTER: Recommended Objects( A « #IFITES))
Letters of Recommendation Include:

Person/human being/man

Individuals

students

objects

ideas

books/newspaper/magazines

Scenic Spots
Chinese Traditional Culture

R R TR SRS

HEFHI2KH]:  Sorts of Recommendation
Recommend oneself ( H %)
Recommend someone else (HEFEflA)

Y VY

Y

Werite Letters of Recommendation for (FEF#E)

New employees
Job seekers

L 4
L 4
€ colleagues/partners
L 4
4

v v

Principals
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HEF (S Structure: @ % 7 A =870

TF 3k Bt—(Greetings)+background + Purpose of writing the letter &8 S51E H K (T 2+,
o 8] Bt —General—Part_(E#2H)+9> (FEHHERARRSRIEFEEFF) D5 RS,

1



45 2 Bt—--- | believe+l expect+1 hope BRI AR, HHEMEFGPEIR, RHNDH—PEKR

+ Layout

What should be included in a letter of Recommendation?

Dear ,/To Whom it may concern

Beginning --- Purpose of writing the letter [ FF3x—RE S {E H K> F+3HEFE-brief/direct ]
>Why are you writing the letter of Recommendation?

Body Arrangements---[ & #24) O (15 BA#EFE A BUDR m R 32 R ] ) > 51l B #EFE 2R - detailed/-to the point].

» What do you recommend to your friends, partners, colleagues, cooperators, person in charge,

classmates?

Ending --- [HRSHE#ERE, HEEREEER, KA H—PE R-conclusive/-powerful ]

Yours faithfully/sincerely

*k*k

S R
R 15 IR
1), BAEW, A3, BraEny,
2). W EREREEEENES, [BEAREES 0
3). EEBAEEE, )N, @ers] Wik
4). TF 323541 B 2 e T L[S — Al el

&3 Writing preparations
»Part 1: (Greetings)+background + Purpose of writing the letter

(D [EER]) [FRL—R WS B D> T R+H#EE -brief/direct]

+ 1.1 have much pleasure in recopamending Mr. X tg you. (1R R RIRIHEE...)
2. Here are a few recommendations/My recommendations agre gsfallows.
RIHEEWT .

3. 1 . am happy to have_the opptunity to xecommend Mr. X toyou for...
BRI ENSERHEE. .
4. | am writing this letter of recommendation af the_teguest of Mr....
MFENZ BREXHHEEE.
5. Kpawing. that you are looking for..., I would like to recamimend... who is responsible and rich_ i,
£XPEKIENGEAn
+  RERAERR. .., RAIRERERE AT AR FE B H XXX

-



4+ Part 2: Body Arrangements---General—Part
(2) (4] B [BEGO>_(F HHEFEANRSKIERIRERE) > %18 #3# 2 b -detailed/-to the point ]
J 1. Because the organization has people | am familiar with, | recommendyou to go.
H T XM ERABROA...., REFRE.......
2. Leaning that ..., so jLisstreogly. recumended shat. ..
RE......, BrRLBAUEEIR......
3. As.it is a very good institution, I recomumendis to you.(As +8]F)
EARX AR, RIAIRIEE.
3 4. It’s a good way to hroadep your barizan, thraugb which you can learn yarjous. cultures of the world.
WS R, #EIFRALE, FIFH T AR EARESUL.
% 5.5jngs the Product is very good, | recommend you to use it. (Since +A1F)
B AXAmAE, RIEFRLE.
30 6. You would ke provided an qppossunity to do something interesting and creative. Meagwhilg, it also

offers you g sQuuce.of RIGAILE.
HRENSHEEBN EFRRNERE, RN BARBEER FIIER,

4+ Part 2: Body Arrangements---General—Part

+  [E4E]) - [BEFADD> (EREF AR SR HEFIRR) > 58 #EH 3 i -detailed/-to the point]
Bk ¥ #4313 [Natural transitions 5 853): )
1. FUBASEABMN . firstly/secondly/thirdly/ [first and foremost]in addition/[additionally) what’s more

/|fu rthe rmorel/ |moreoverl/| most importantly|
2. ZRBBERRBHERER: inaword [tosum up/ all in all/generally speaking...

+
Part 3: Ending--- | believe+I expect+1 hope
[BRAWHE, &ERFERPEER, RADHE—PBR-conclusive/-poverful]

+  [RE] AUTHTRE P NERBERFERFIAEN XXX BB XXX, BiEHBEEH AR

4+ 1.1 should appreciate it very much if you would consider my recommendation favorably.

+  RIBRBRBAEE BRIEE.

*+ 2.1 sincerely hope my recommendation will be of great help/benefit to you.

+  (be of +4F5E 44 18] = be +TE A1) RE W FHFERKHEREREH B

4+ 3. These are my recommendation and I hope you will give him favorable consideration.

+ REHEERNEERILRSE THEEFRERE.

+ 4. | sincerely hope my recommendation will be taken into consideration/account and make a final
decision. (B IER))

+  HRABEREFERERIEH &G RE.

+ 5.1 feel sure you would not regret meeting Mr. XXX.

£ RMEERA XXX EERERE)EH.

+ 6.1f you need further information, don’t hesitate to contact me.

+ MAFTEEZHRER, HEREKR.

iy

+ Useful words and expressions:

A P EARERRET A




W R SCRAERBHEEA
iR BE /T BAA: capable, talented, outstanding, competent, ambitious:

iR TYEE#STLLA : diligent, industrious, hardworking;
R mATRT DA . cheerful, honest, helpful, kind-hearted, generous, devoted, faithful, persistent, humorous,
creative, inventive, etc.

4+ Useful words and expressions:

¢ ()recorwend & competent BAEH, RETHI @ co-worker
€ (n.) recommendation & candidate {ZJE A € creative
€ admixable € considerate ¢ dependable
€ announce € conperative ¢ diligent
¢ approve € colleague & effective
€ associate € conpestions ® cefficient
¢ capshle € contact L 4
Writing help: Useful phrases
€ be ggual_to the position fEAET/E
¢ be gualified far the job
¢ take my recommendation jpto account Jconsideration
¢ rapk first HEZE—
& recommend/introduce sbig do N A
@ look for/sgarch for/seek out T8
€ asuitable candidate & & A\ 3%
@ the best candidate BfE A%k
€  anideal rutor BEAE KR
¢ cquipped with/blessed with B4 ;#H&
¢ have a great/brilliant command of A58, 2 #
@ have g.good knawledge of ¥ i, %42
@ be proficient in 7£.. K&
¢ awise ghoige B8 K #

+  Writing help: sentences

v 1. Lbald a fum beliefthat .. /Lna.coovinged. that..
O R/EE...

¥ 2. XXX is one of our most koowledgeahle people when ji_comes.to ...
LREL, XXX BERFRRINE, BHELRPHAZ—.

v 3. XXX was.jo oy employ for ten years.
XXX e RT T B4EHR 1048,

v4. The applicant i3 supposed. tq be equipped with the ouistanding ahility of writing and word processing.
BiE A\ M E &R H K SEMCZAERES .

¥5. With Beijing rapkingthe top priority for any traveller to China because you can fully exrerience. the

chaxm of Chinese bistory. and civilizaition. (&L swith £ BB BUAIR)
AR 2 FURSE, FRRRT PATE S5 b B B SR SCHE B 77



[HEESSIERR 1]:
»  Writing Purpose:
Dear ,/To Whom it may concern (X} %)
3¢Beginning - (Greetings)+background+Purpose of writing the letter [FFk—E B E/E B N> B HEE
-brief/direct]
»Why are you writing the letter of Recommendation?

@ How is everything going? Kpwing thak you want to get some information about in our
school, I am more than delighted to give you a tough sketeh. (32 i %77 & ZHEREHIE).

3¢Body Arrangements—--General—Part [ B2 9> (EBH#EFA KR S RHEFEFEE) D> 5|HH#EFEE H
-detailed/-to the point] .
What do you recommend to your friends, partners, colleagues, cooperators, person in charge,
classmates?

@  To begin with, it is vital to (#EFEH f1—). Besides, it is also beneficial to (EF
HE ). Inaddition, it should be a good idea to (#EFEE BH=). You can also
(R IFEERAAFEKARNBF RN H#EE) There is in my school, where it is convenient to
hold events, such as ,as well as .As for me, I like best. Not oy will Jt.
strengthen , but it also makes me in my life.

® Asto (FHALFHEEE), | recommend (BA2)HE—J5TH). What’s more, 3
i {1 #E3£). 1’m convinced (T TSGR, LB AELRERD. )

XEnding --- | believe+l expect+l hope [ HXEHHEE, FEEBFRBEER, RPDH—FHRR

-conclusive/-powerful ]

I hope you will find my recommendation useful and I really hope you can make it. Looking forward to your
consideration. Wish you a great success! (RiZ/EH)

Yours Sincerely / Faithfully/ Truby,

Evaluation:
Work in groups of four. Each student read the article and others comment on others’ article. Then choose
the best one to present in the class. When you are discussing, you can pay attention to the following hints.

Goal Have you made the purpose clear?

Framework Does the structure conform to the requirements?

Language Are the sentences brief and accurate? Have you used the proper
punctuation, words, sentences and paragraphs to express what you
recommend?

Main points Is the article to the point?

Are the details suitable?
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Writing 1 [HEFETIL 1: HLEMP2EN) (HEFEEE-EEREZRT]
B MAXEE #HS 154

BRinfR R Az ERIGES RN — MRS —3 80 HALKE. FEHEBEUTAR:
(D#EE—FIRREZRH;

QB ML AFREEZERED. (EPH%)

ER: 1A% 80 £F;

2. TJ DL S hnandy, AT SCER.

3. PR MG EESEH A ARFEL.

[ 5]

1AL F—AERT .

2LEEEBRHRRE R LIRS,

Writing 1 [H#EFEREIL 1: HTENHZEN) [HEEE-EEREEZRNT]
[ Y8 3% 1] Writing Sample:

Dear Jim,

I’m writing to recommend a book to you. My favorite book is Harry Potter, which is a series of fantasy
novels written by J.K. Rowling. It is not only about magic and strange creatures, but also about the real
world. By reading the book, you can learn that the most important things in life are love, friendship and to
be brave. It teaches us that if we want to be happy and live a good life,_it is not enough to be strong in heart
and mind; we must also believe in ourselves and help others. I think Harry Potter is really a good book and

worth reading.

Yours Sincerely / Faithfully/ Truly,
Li Hua
Writing 2 [#EFER I 2: HEFIEM- RAIP%E B (thankful)]
BT MAXEE HH 154
1 B 0l s 26 0 — %6 W _EHRYE 3, IETH M) 3R fh AR G RE . R AR RFTH 22 2,
% V7 M. PIERAR A ZM AR BT, MRS EE. AARRE:
1-8 R E s
2 515 B H;
A : RAIPLIZERE (thankful); [SRIFE:Z FLM Z X X K][5RIE:Zxxk.Com]
4 FEF R,
5 FRALIE BRI -
R DRIEZFRIM]
1A% 80 £A;
2. W3 R E ARG H
3R AR HBIA NE LR .
4. ALE I ngEAyT, PAEATSOER
Writing 2 [#EFEE L 2: (HEFETEB- RATSLZEA (thankful)]
[ & 3¢ H e 2] Writing Sample:

Dear Sir,




I’m a Chinese student named Li Hua from Xinhua High School, a loyal netizen of your website.

I’m writing to you to say something about the topic of the discussion, which will start recently. I suppose
“Being thankful” is a proper topic. As isknown, there are so many people we should say “thanks” to, such as

our parents, teachers, friends etc. Our parents always make efforts to do whatever they can to bring us up,

our teachers help us not only in our studies but also in our daily life, our friends and other people lend their

helpful hands to us whenever possible. Everyone should be grateful! So I recommend the topic should be put

forward for netizens to discuss.

Hoping this meaningful activity will be a great success!
Yours Sincerely / Faithfully/ Truly,
LiHua



