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 <Letter of Recommendation Template> 
**this is only a reference material/guideline. All letters submitted  

should be written in a professional manner (all of these boxes should be removed) 

 

 

 

 

 

 

 

 

 

 

 

Le tte r He ad   
Compa ny Addre s s  

Conta c t info rma tion 
Phone  numbe r 
Ema il a ddre s s   

Fa x numbe r (if a va ila b le ) 

Da te : Re c omme nda tions  ma y 
no t be  o lde r tha n 2 ye a rs  
 Re c ip ie nt Informa tion: E.g . ,  “De a r Sir o r 

Ma da m” or,  “To  whom it ma y c onc e rn.”  
(Ple a s e  do  no t put the  re c ruiting  a ge nc ie s ’ 

na me  he re ) 
 

Ple a s e  write  s pe c ific  info rma tion a tte s ting  to  the  a pp lic a nt’s  a b ility to  te a c h in Kore a .  The  
le tte r mus t: 

ü Be  in Kore a n or Englis h  

ü Be  1- 2 pa ge s   

ü Be  type d  a nd  printe d  on profe s s iona l le tte r he a d  (ha ndwritte n le tte rs  a re  no t a c c e p ta b le ) 

ü Inc lude  the  a pp lic a nt’s  full firs t a nd  la s t na me   

ü Cle a rly s ta te  the  re la tions hip  be twe e n the  re fe re e  a nd  the  a pp lic a nt,  inc lud ing  the  le ng th a nd  
na ture  o f the  re la tions hip   

ü Spe a k to  the  a pp lic a nt’s  s tre ng ths  a nd  we a kne s s e s  re le va nt to  te a c hing  Englis h in Kore a   

ü Inc lude  a ny o the r re le va nt informa tion  

Na me : 
Pos ition: 
Signa ture  (Mus t inc lude  a n ink s igna ture ) **If it’s  a  
Kore a n le tte r o f re c omme nda tion, it mus t a ls o  
inc lude  the  s c hool’s  o ffic ia l re d  s ta mp 
 


