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推荐信
RECOMMENDATION LETTER

                                                                   *保密
致推荐人：                                                    
推荐人的意见是评估申请人的另一视角。请填写下列表格，具体事例的列举将有力地支持您的观点。若您有附页，请随信附上。请您完成推荐信后，附上名片，将此推荐信放入信封，在封口处签名并交还给申请人，由申请人将推荐信和其他报名材料一起寄回。我们将对此推荐信的内容严格保密，并十分感谢您填写此推荐信。
申请人姓名 ：             （先生 ／ 女士）  
您认识申请人多长时间 ：             
您在何种情况下认识申请人：                                        

姓    名 :                    （先生/女士） 电    话 :                    
单    位 :                                  职    位 :                    
地    址 :                                  邮政编码 :                    
签    名 :                     日    期 :                    
（请随信附上您的名片一张）
如果您是申请人的直接领导，请从第1题开始回答；如果不是，请从第3题开始回答。
1. 申请人职务 :                    申请人在单位内的级别 :                               申请人下属员工人数 :          请描述申请人的现任工作职责 :                                                           
2. 您对申请人在贵单位目前的工作状态如何评价？
3. 请您评价申请人突出的优点及特点：
    4. 您认为申请人在哪些方面需要进一步提高？
5. 申请人被录取之后，您认为将会对公司、同事，以及工作本身带来哪些预期的益处？
请就下表所列各项对申请人作评估：
	
	优秀
	良好
	一般
	较差
	无法判断

	判断力
	
	
	
	
	

	创新能力
	
	
	
	
	

	分析能力
	
	
	
	
	

	成熟程度
	
	
	
	
	

	人际交往
	
	
	
	
	

	口头表达
	
	
	
	
	

	领导潜能
	
	
	
	
	

	主动性
	
	
	
	
	

	未来管理或商业成功潜力
	
	
	
	
	


您作出以上评估的参照群体是：                                         
*Confidential
Note to Recommender：                                   
Your recommendation will present a balanced view of the applicant. Please complete the information requested the form below. If you need to use additional sheets, please attach them to this form. The information you provide will be strictly confidential, and you have no obligation to (nor shall we) release the information contained in this recommendation to the applicant. When completed, please enclose a name card, sign your name across the seal on the envelope flap, and return it to the applicant. It is the applicant's responsibility to enclose it in the completed application package and send it back. We greatly appreciate your time and effort in completing this form.
Applicant Name:                      (Mr./Ms.)
Length of time you have known the applicant :             years
Under what circumstances did you know the applicant?

Name :                          (Mr./Ms.) Tel :                           
Company :                           Position :                           
Address :                           Zip Code :                           
Signature :                            Date :                             
（please attach a name card）
If you are the applicant's supervisor, please start from question 1; or please go directly to question 3.
1. Position of applicant :                  Level in company :                 
Number of persons supervised :         
Please describe the applicant’s current job responsibilities :
2. How do you evaluate the applicant's current status in your organization?

3. Please list the most outstanding talents or characteristics of the applicant.

4. In what areas can the applicant improve?
5. After the applicant is admitted, what do you think will be the expected benefits for the company, colleagues, and the job itself ?
Please give your appraisals of the applicant in regards to the following: 
	
	Excellent
	Good
	Average
	Poor
	Unable to judge

	Judgement
	
	
	
	
	

	Creative qualities
	
	
	
	
	

	Analytical skills
	
	
	
	
	

	Maturity
	
	
	
	
	

	Interpersonal skills
	
	
	
	
	

	Verbal skills
	
	
	
	
	

	Leadership potential
	
	
	
	
	

	Initiative
	
	
	
	
	

	Future managerial or business success
	
	
	
	
	


Please describe the reference group for the above appraisal : 
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