The letter shall be written on the official letterhead.
Recommendation Letter
Name of Applicant:                    

University to apply to:   Dalian University of Technology    

Dear Admission Committee/To whom it may concern,

Paragraph 1: Association between the referee and the applicant. 
Paragraph 2: Outline the different academic and social qualities of the applicant with suitable substantiation (Including subject knowledge, research ability, language skill, leadership or team skill, etc). No quality should be mentioned without a suitable example.

Paragraph 3: Sum up by giving strong recommendation about the applicant to apply to the program and scholarship. Requirements or wishes for the applicants may also be mentioned.
Referee Information:
Referee Name _____________________ (with signature)      

Job title:______________
School information
University information                                                 
Address:                                                                

Tel: 

Email:
