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Letters of Recommendation
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> ¥ H¥r: Teaching Goals

> After Teaching this lesson, you will WWW.S

1. learn about the layout and contents of letters;

2. write the recommendation letters completely

and correctly;

3. Polish your writing more accurate;

is like e

4. know what a good letter of recommendation
-

=

.3




> Lead in

- HFEHXNFR: Recommended Objects(A. HFRE SN W . ST 1)

e Letters of Recommendation Include:

gdir.cq

. “‘ A

Person/human being/man

individuals

students

objects

ideas

books/newspaper/magazines

Scenic Spots

R S S

Chinese Traditional Culture




2 Man L Person

2 Books & Human Being 1
XL Newspapers Recommended 2 Individuals
ObjectsiEFXIR)
Jects QIR t E e
2 azines Recommendation ’ JE=\ x E

Include:
ww.sunedu.com-

& Scenic Spots & Objects

Chinese Traditional

2 Iideas
Cultural

5. &
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> HEFERIKH]: Sorts of Recommendation

-

[

> Recommend oneself (H%F)

> Recommend someone else (FEFFABA)




Sorts Of
Recommendation

_(EEFRIZRH)

D1M

2 Recommend Oneself(HF)

Recommend Someone

L bise (EEHA)




> Write Letters of Recommendation for

€ New employees

€ Job seekers

@ colleagues/partners

@ Principals




O

- Colleagues

1m
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o ¥ {5 Structure: 18 % 7 N =357
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e 71k B—(Greetings)+background + Purpose of writing the letter®

HE 1 H I (E R +H#EE);

« HABE—General—Part (B A)+9=> (FHHFEFEARNNAREER

A ) DF|BHHEFHEHE

« 452 Bt—--- I believe+I expect+I hopeH /& 51 BH:

i
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+ Layout

e Dear ,/To Whom it may concern

e Beginning --- Purpose of writing the letter [k R EEHBRD T 5 +iHEE-

brief/direct)

»Why are you writing the letter of Recommendation?

* Body Arrangements--- [ 2 Ea)9=> (FHHBEEANN A REFIFEE) >F|HIEE
¥ fH-detailed/-to the point] .

> What do you recommend to your friends, partners, colleagues, cooperators,

person in charge, classmates?

* Ending --- [ 5 /K & BH:

iﬁ, %%'

E ¥

WER, KDt —PHEE R -conclusive/-

powerful ]

* Yours faithfully/sincerely

° k%




HEEFNERER:

- EHEGNNMNIEE:
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« & Writing preparations

« »Part 1: (Greetings)+background + Purpose of writing the letter

c (1D [ER)Y [FL—KWHEMEHKDE S brief/direct]

4+ 1.1 have much pleasure in recommending Mr. X to you.
AR R E AR ...

4+ 2. Here are a few recommendations/My recommendations are as follows.
HHIFEFED T

+ 3.1 am happy to have the opportunity to recommend Mr. X to you for...
HR BN A V= RIRHELR ...

4+ 4.1 am writing this letter of recommendation at the request of Mr....
MEANZBEREGXHHELEE

+ 5. Knowing that you are looking for..., I would like to recommend... who is responsible

and rich in experience.
RARAER ..., REARFEFEE SN T NEEF E XXX,




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

Q) [Ex&E] Bh [EEADD> (FHHFEFEANMR S LKEFEERERF) DFIHHEF T H-detailed/-to the point]

& 1. Because the organization has people I am familiar with, I recommend you to go.

HTEXMEERBBIAN ..., REFEIRE...... o

e $3. Asit is a very good institution, I recommend it to you.(As +5)F)
B R AN R, RERAEE.

« & 4. It’s a good way to broaden your horizon, through which you can learn various cultures of the
world.

B dr, RETREAE, EF T B BRI
¢ 5.Since the Product is very good, I recommend you to use it. (Since +f]F)

RAZXA = A, REFREH.

* %6. You would be provided an opportunity to do something interesting and creative. Meanwhile, it
also offers you a source of pleasure.

RENSHMEEBXEFUATHNERE, ANBSEREERFHIER.

|



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

b LR - (EEAS> (HRRE A SR PRRY S

detailed/-to the point])

o STYEMEIFVC Natural transitions# &5 : =

1. 7B HEFEE B} :  firstly/secondly/thirdly/ first and foremore /in addition/
additionally/ what’s more /furthermore/ moreover/ most importantly

2. BB B IRERHHEZER: in a word/ to sum up/ all in all/generally speaking...




* Part 3: Ending--- I believe+I expect+I hope

+ [RER] FAUTATRESAERSERERIEHXXXRBEXXX, BE%ERRA
2l

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

favorably.

HIRKEIRGBINEFBRIEE

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

(be of +HF%E & 1= be+E &) WEBWMABERNELENIREH B

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

consideration.

RABRNEFER LIRS THENKEE.




* Part 3: Ending--- I believe +1I expect + I hope

+ 4. I sincerely hope my recommendation will be taken into

consideration/account and make a final decision.(B IE=))
HilFHEIRES BN EFEIFEHRERE

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

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

MRFEEZHER, BEREKAR.

|




%+ Useful words and expressions:

.a.':ﬁ/%‘lz:l"‘% _“‘[,EI“[::E[ &iz\ ZZI§:
WM SCE TR AN
- #iREE JIWT LA : capable, talented, outstanding, competent,

ambitious:
- IR THEE)& v PAFH . diligent, industrious, hardworking;
« iR MmAT O] LA : cheerful, honest, helpful, kind-hearted,

generous, devoted, faithful, persistent, humorous, creative,

inventive, etc.




#(v.) recommend & cooperative —
€ (n.) recommendation ® colleague
®admirable @ connections
€ announce @ contact
®approve @ co-worker
@ associate @ creative
# capable ) - @ dependable
OCompetentﬂﬁ‘E:m, Be T o diligent
@ candidate {&iE A :
® cffective

® considerate

@ efficient




® be equal to the position /L TAE @ the best candidate FRfENIE 1

@ be qualified for the job @ an ideal tutor¥ 28 ff) X

@ take my recommendation into @ cquipped with/blessed with EH ;&
account /consideration .
e @ have a great/brilliant command of

@ rank firstHE4 58 —

RiE,EE
@ recommend/introduce sb to do . —
have a good knowledge of ¥51H,% 1
HF, A

® be proficient in 7E...f518
@ a wise choice BHH H)iEHE

@ look for/search for/seek out 338
@ a suitable candidate5 & A\ &




+ Writing help: sentences

* @ 1. L hold a firm belief that ...

/ I'm convinced that...

® 2. XXX is one of our most knowledgeable people when it comes to ....

HJEE L, XXXAEERMAENE, RN EBHAZ—,

@ 3. XXX was in my employ for ten years.

XXXSEEERTF T EER10FE,

© 4. The applicant is supposed to be equipped with the outstanding ability of

writing and word processing.

HIE ANME &K EEMFAERE .

BIRE)

@ 5. With Beijing ranking the top priority for any traveller to China because you
can fully experience the charm of Chinese history and civilizaition. (F&])+withff:pE+]R

LR ERRIE R F 2 FI S, BOVIRTT BLge o4 56 = B B Se AN ST B 9 ik 7

|



- [#HXEEEERRKR] -

» Writing P :

FrHng TUrpose WWW .hllll(‘(ill com
* Dear ,/To Whom it may concern (X %)
« 3Beginning --- (Greetings)+background + Purpose of writing the letter

[f Sk— ﬁ'ﬁtﬁ'ﬂ? H E‘J-)T'E??Hﬁﬁ brief/direct]

»Why are you writing the letter of Recommendation?

(O How is everything going? Knowing that you want to get some information
about in our school, I am more than delighted to give you a

rough sketch. (3 X7 5 BRI ED).

* ¥Body Arrangements---General—Part [ B2 A9 (FEBH#EZFEARKLE
&,iﬁﬁlﬂ) => %1| BF 4 7% 2 (i -detailed/-to the point] .

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




- [#HXEEBERRK]

@ To begin with, it is vital to (#EF B B ). Besides, it is alsobeneficial to |
________ (#E#ZFH H —). In addition, it should be a good ideato  (#HEFHEH).
You can also (BIEERHAAF AR BIRR B HEF) There is in my
school, where it is convenient to hold events, such as ,as wellas As
for me, I like best. Not only will it strengthen , but it also makes me
_______ in my life.

®Asto (M HEEE), I recommend (A& BE—FMH). What’s more,

_______ (AR #EF). 'm convinced _ (BT E R, HBWEANBOLMERL. )

* 3Ending --- I believe+I expect+I hope [ HR S BHHER, FEEEFREERE, XD —
Bk & -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! (FZEH)

* Yours Sincerely / Faithfully/ Truly,




 Evaluation. | o 0 o0

*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? FHave 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 [#ZEFEX1: (WL EMPEER) [

E2F 1 -

EHF B B

7]

« B MHNXEE GH157)

- BURRRBFESFEFHARESFN—MERKE —HSORLELLANFE. FHFEEUTAZR:

- (VEE—FHKEEZHH;
c Q)BH/LRAFREEZTRNEH. (ELFHEK)
« EE: 1AL A;

« 2. ATLE SNy, 1T 30ER.

« 3. FLMEGRES H, AT A B A

- [5/E#RTR]

* LA M —RIER .

2. EREBGZHETNARAEEES.




[ {E a1 (WL iE -

I A Series Of Fantasy Nowvels

12

S

i) [H#EEE-HEREERNT]

I Harry Potter I |

[|_Little Prince | n

The Favorite Book .f’l Charlotte’s Web I
That You I} The Boy In The Striped
Recommend Pyjamas

'y My Life Story By Helen Keller I

Reason 1

I Written By J.K. Rowling

Reason 2

I About Magic And Strange Creatures

Reason 3

I About The Real World

Reason 4

I Learn The Most Important Things

Reasons why you
-4 recommend the

Reason 5 Bls

I Learn To Be Strong In Heart And Mind

Reason 6

I Believe In Ourselves

Reason 7

I Really A Good Book Worth Reading

Reason &




« Writing 1 [#EXEEFWEX1: (MTEMNPZEEDN) [EEES-HESZEZHNH]

« [y53CH 13£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 -
mostimportant 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,

* L1 Hua

I




- WiiGingD [ 5TE02. #5E 0- RIINZRE Ehankial) )

- BT MAXEE GEa15a)

o BESNEMuR R H M iR iES), EH R ERP A EMEEE. REREFEFENZES
%, 2FUTHZMNE. BIFRARXE ZMRIE—SE i, mEEZEDR. AARHE:

- 1-B&RE
- 2-5{5BK;

. 5 ﬁﬁ«ﬁzﬂﬁil}h
- EE:
- 1.7A80L A ;
2.0 N AIRE H
o J.EBHHFARHEIAALAAELEFE.
« 4. AELEINYETT, PMETIOER.




Para 2: Body

g
T

P, Recommended

- Topic

SIE2: IS Y- BRRZEEEhankiul) )

Arrangements

say "thanks"” to many
people

Reason 1

our parents make efforts
to take care of us

Reason 2

Reasons Why

our parents bring us up

. You
Reason 3 ~ Recommend

our parents educate us

“pm—— \ The Topic

P We Should Be Grateful

Para 2: Body

our teachers help with our
studies

Reason 5 /

our teachers instruct us

Reason 6

our friends lend their hands

Reason 7

Arrangements

|



WEIting2 [#:# 502 ##E 15N - SRS ERIREN) 1

[ 83X % 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 is known, 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,
* Li Hua







