高考英语书面表达推荐信写作指南
推荐信模板一
 Dear______,

     I take the pleasure in recommending to you ____________(被推荐的人或物).I hope you will be interested in _______（him/her）.

     There are several reasons why I think ______ is a good choice. Firstly, _______(理由一). Secondly, ________（理由二）. Last but not least, ________（理由三）.

     In a word, _______（总结）. I would be most grateful if you would like to consider my recommendation.

Yours truly,

Li Ming

推荐信模板二
Dear ______ ,

　　①It affords me much pleasure to recommend ______(要推荐的人)to you.②During his/her graduate years he/she was my ______ . ③As his/her ______ _(介绍与此人的关系)，I found him/her _____.

　　④His/Her performance in the school years was outstanding. ⑤First, he/she has showed great talents in ______ . ⑥In addition, he/she has a very pleasant personality. ⑦He has developed a strong sense of ______, and working with him is always. ⑧I can state that he/she has all the qualities of being ______.(介绍此人的能力)

　　⑨Therefore, I here recommend him/her to you with all my heart. ⑩Should you favor him/her with a position in your company/Should you accept him/her in your university ?I am sure that his/her future conduct/academic work will prove worthy of your confidence. I look forward to hearing from you at the earliest possible moment.

　                                              　                                                       Yours sincerely,

　                                                                                                        　Li Ming
假如你是北京外国语学院第二英语系的教师王森，想将你的学生沈明推荐去澳大利亚悉尼(Sidney)Lemon语言学院进修。请根据下列简况和要求用英语给对方校长写一封推荐信。

　　简况：

　　(1) 沈明，北京外国语学院第二英语系应届毕业生，现年21岁，1985年进校，四年来 在班上一直名列前茅，1987年曾获得全国大学生英语演讲比赛冠军。

　　(2) 沈明出身于教师家庭，父母均是英语教师。她本人对英语教学很感兴趣。希望能有 机会进修英语、语言学(linguistics)和教学法(methodology)。

　　要求：

　　(1) 字数：100—150。

　　(2) 写信日期：2008年7月17日。

　　参考范文

　　A Letter of Recommendation

　　The Second Department of English Beijing Foreign Language Institute

　　Beijing, China July 17, 2008

　　Lemon Language Institute Sidney, Australia Dear President,

　　It is a great honour for me to introduce to you one of my very best student, Miss Shen Ming, a 21-year-old graduate of our institute this year. Miss Shen entered our institute in 1985 and she has ever since been hard-working at her lessons and made rapid progress. During the four years of study, she has always ranked high in her class. In 1987, she came out first at the National College Students English Speech Contest. Coming from a family of English teachers, Miss Shen has a particular interest in the teaching of English. It is her wish to further her studies on linguistics, methodology as well as on the English language. It will certainly be of great help to her if she could have such a chance in your Institute .

　　With best regards,

　　Yours sincerely,

　　Wang Shen

推荐信

  请你给校刊写一封推荐信,推荐你的同学Rose为今年的青少年奖得主.100词左右

要求：1.她的个人情况  2.她在校的情况  3.她的一个事迹  4.其他同学的看法

要求：1.她的个人情况
2.她在校的情况
3.她的一个事迹（举例） 4.其他同学的看法 

I'd like to nominate提名 Rose to be the Today Youth Price owner for this year. 

         She’s a great student at school who is diligent and take an active part in her study. In addition, she also a kind person as well. She always helps the other classmates when they are in need. Once,………..All her classmates like her, appreciate her kindness to others and think she has the ability to get the price of Today Youth. 

          Upon all the facts above, I'd like to recommend her to you/ suggest you to take her into consideration as the best candidate for this price.
假如你是王林， 李明是你的好友， 他对布朗先生的公司感兴趣，打算到该公司谋职（apply for a position）。请根据下面李明的简历表，用英语为他写一封推荐信。

　　词数110左右。

　　姓名 李明 性别 男 国籍 中国

　　出生地 重庆 婚否 已婚 出生日期 1980.8.21

　　通讯地址 重庆市人民路148号 电话 023-123456
　　职业 律师 学历 大学毕业

　　外语水平 擅长英语， 懂一些日语、德语

　　其他 有三年工作经历，办事认真，待人诚恳，与人和睦相处

注意：1.词数100左右    2. 可以适当增加细节，以使行文连贯     3. 书信开头和结尾已为你写好，不计入总词数。
 列出提纲
Para 1 The purpose of writing

Para 2 Introduction of Li Ming 

Para 3 Hope for consideration 

相关词汇
 recommend sb. to sb ;  recommend sb. for the position; major in , scholarship ; have great potential ; the title of the excellent student

重点句子表达
1. 他学计算机软件设计专业。

       His major is computer software design.   He majors in computer software design

2. 他成绩优秀,每年都获得一等奖学金,已获“优秀毕业生”的称号。

He is an all-around student with excellent grades in all subjects. He has been given the title of the “excellent student”.

3. 他具有很大潜力，善于解决难题。

       As a boy with great potential, he is good at solving difficult problems.

       He has great potential. 

Dear Mr. Brown,

　　I’d like to introduce my friend to you, Mr. Li Ming, who is going to apply for a position in your firm. He graduated from college three years ago and has worked as a lawyer ever since. He is good at English and knows some Japanese and German. He works hard and is careful in everything he does. He is honest, kind and easy to get on with. He was born on August 21st, 1980 in Chongqing, China. He is married and lives at No 148 Renmin Road, Chongqing city. His telephone number is 023-123456. He shows great interest in your firm. If he is accepted, he will do his best. I’m sure he will be fit for the position.

　　I’m looking forward to your early reply.

　　Yours,

Wang Lin
