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What is A recommendation letter?
推荐信是什么？



T h e  I m p o r t a n c e  o f  R e c o m m e n d a t i o n  L e t t e r s
推荐信重要性

● They corroborate the reliabil i ty of other application materials and enrich applicants’ 
dynamic images.

● 大学推荐信可以佐证其他申请材料的可信度、真实度，且可以完善申请者的形象。

● “In most cases, these letters serve to support al l  of the other pieces of your application 
and reaff irm what we’ve seen in your transcript, test scores, extracurricular activit ies, 
and personal essay. It is certainly one thing to hear how you describe yourself as a 
student, person, and community member, but we also want to hear from your academic 
and personal mentors to learn their perspectives on your achievements.”

--Vanderbilt Admission Office



T h e  N u m b e r  o f  R e c o m m e n d a t i o n  L e t t e r s  N e e d e d
推荐人数量

U.S .美国

● T h r e e  r e c o m m e n d a t i o n  l e t t e r s  f r o m  a  S c h o o l  C o u n s e l o r ,  a  L i b e r a l  A r t s  T e a c h e r ,  a n d  a  S c i e n c e  T e a c h e r

美 国 普 遍 需 要 3 封 推 荐 信 ： 一 封 升 学 指 导 ， 两 封 任 课 老 师 。 有 些 大 学 可 能 是 o p t i o n a l 或 不 需 要 提 供 ， 但 是 一 般 都 是 两 个 科 任 老 师 推 荐 信 的 名 额 ， 建 议 一 个 文 科 、 一 个 理 科 。

● O n e  o p t i o n a l  r e c o m m e n d a t i o n  l e t t e r  c o n c e r n i n g  o u t s t a n d i n g  p e r f o r m a n c e  i n  e x t r a c u r r i c u l a r  a c t i v i t i e s  s u c h  a s  i n t e r n s h i p ,  r e s e a r c h ,  
a n d  a r t w o r k  p r o g r a m s

校 外 ： 一 般 一 封 ， 如 实 习 直 属 领 导 、 艺 术 作 品 指 导 人 ， 有 的 学 校 没 有 此 名 额 。

U . K . 英 国 :  

● O n e  r e c o m m e n d a t i o n  l e t t e r s  f r o m  a  s c h o o l  c o u n s e l o r  o r  a  s u b j e c t  t e a c h e r  r e l a t e d  t o  m a j o r  a p p l i e d

● 一 封 推 荐 信 ， 来 自 升 学 指 导 或 者 专 业 相 关 的 科 任 老 师

H o n g  K o n g 香 港

● T w o  r e c o m m e n d a t i o n  l e t t e r s  w i t h  a t  l e a s t  o n e  c o n c e r n i n g  a c a d e m i c  p e r f o r m a n c e

● 普 遍 需 要 2 封 推 荐 信 ， 其 中 至 少 有 一 封 是 来 自 学 术 方 面 的 。

A u s t r a l i a 澳 洲 / C a n a d a 加 拿 大 / S i n g a p o r e 新 加 坡 :

● N o r m a l l y ,  n o n e  n e e d e d  基 本 上 不 需 要 推 荐 信



R e c o m m e n d a t i o n  L e t t e r  f r o m  C o u n s e l o r
升学指导推荐信

● The recommender ’s t i t le should be a counselor.

● 推荐人的头衔——升学指导老师（Counselor）

● The evaluat ion should cover school  performance, learning at t i tude, and other not iceable ski l ls .

● 对申请者的基本评估：主要包括申请者的在校表现、学习态度、能力特长等

● The honors ment ioned should be related to in-campus act iv i t ies,  ro les in school  organizat ions,  
etc.  Out-of-school  act iv i t ies can be ment ioned around the end of  the let ter.  

● 申请者获得的奖励：主要包括参加过的校内活动、在学生组织中的任职等，可以在文末提一下申请者校外
活动

● The emphasis is on the student ’s personal  character ist ics and ski l ls .

● 内容更多涉及到个人特质、能力特长等方面



R e c o m m e n d a t i o n  L e t t e r  f r o m  S u b j e c t  Te a c h e r s
学科老师推荐信

● Specify the subject.

● 注明推荐人任课学科

● The evaluation should cover the student’s subject knowledge, learning att i tude, 
grades and academic achievements.

● 对申请者的基本评估：主要包括申请者的专业知识、学习态度、学习成绩和学术成就估计

● The honors mentioned should be related to academic competit ions, f ield research 
reports, internships, etc.

● 申请者获得的奖励：学术方面—学术比赛、调查报告、实习等。

● The emphasis is on the student’s subject learning and grades.

● 内容更多的是关于申请者的学习和成绩方面



FAQ
1.是否可以写缺点？

● 需要慎重，即使写了，也建议写学生的缺点正在不断的成长和磨练中改正和完善。

2.推荐人是否地位越高越好？

● 不一定，取决于推荐人是否和学生有较多接触，是否对学生有足够了解。

● 接触多的推荐人写出的推荐信才有说服力。

3.可以让中介修改推荐信吗？

● 以自愿为原则给学生或者学生的中介看推荐信，但不允许中介凭空干预推荐信内容。

● 这是为学生负责，要保持老师对所有学生推荐信一致性与可信度。



FERPA
● “FERPA的全称是Family  Educat ional  R ights  and Pr ivacy Act，是美国一套保护个

人隐私的法案。在填写CA时，会有弹窗询问是否放弃（waive）查看相关信息的权利。小
H看到CA的弹窗询问是否要waive看推荐信的权利时，没有多想的小H竟以为这真是一道能
够自由选择的题目，一时兴起，竟点了”do not  waive”。殊不知，对于一些院校来说，
不放弃查看推荐信的权利会导致该学生的推荐信作废。还好小H最终在与同学交流时意识到
了这一点，在与已提交申请的院校沟通后，才幸运地避免了悲剧的发生。”

● 1 .  H o w  d o e s  F E R P A  r e l a t e  t o  y o u r  c o l l e g e  a p p l i c a t i o n ?
F E R P A  r e g u l a t e s  t h e  p r i v a c y  o f  s t u d e n t  e d u c a t i o n  r e c o r d s ,  w h i c h  c o u l d  i n c l u d e  y o u r  a p p l i c a t i o n  t o  
t h e  c o l l e g e  w h e r e  y o u  e n r o l l .  F E R P A  a l s o  g i v e s  y o u  t h e  r i g h t  t o  r e v i e w  c o n f i d e n t i a l  l e t t e r s  o f  
r e c o m m e n d a t i o n  p r o v i d e d  a s  p a r t  o f  t h a t  a p p l i c a t i o n  a f t e r  y o u  e n r o l l .

2 .  I n  t h e  a p p l i c a t i o n  y o u ' l l  b e  a s k e d  i f  y o u  w a n t  t o  w a i v e  t h e  r i g h t  t o  r e v i e w  c o n f i d e n t i a l  
l e t t e r s  o f  r e c o m m e n d a t i o n .   W h a t  y o u  s h o u l d  y o u  k n o w  a b o u t  t h i s  w a i v e r ?

● W a i v i n g  y o u r  r i g h t  l e t s  c o l l e g e s  k n o w  t h a t  y o u  d o  n o t  i n t e n d  t o  r e a d  y o u r  r e c o m m e n d a t i o n s ,  
w h i c h  h e l p s  r e a s s u r e  c o l l e g e s  t h a t  t h e  l e t t e r s  a r e  c a n d i d  a n d  t r u t h f u l .

● S o m e  r e c o m m e n d e r s  m a y  d e c l i n e  t o  w r i t e  a  l e t t e r  f o r  y o u  i f  y o u  d o  n o t  w a i v e  y o u r  r i g h t s .  C h e c k  
w i t h  y o u r  c o u n s e l o r  o r  t e a c h e r s  t o  s e e  i f  a n y  o f  t h e m  f o l l o w  s u c h  a  p o l i c y .

What happens if I don't 
waive my FERPA rights?
Under the terms of the Family 
Educational Rights and 
Privacy Act (FERPA), after 
you matriculate you will have 
access to the 
recommendation form and all 
other recommendations and 
supporting documents 
submitted by you and on your 
behalf after matriculating, 
unless at least one of the 
following is true:

1. The institution does not 
save recommendations post-
matriculation (you can check 
if a school saves 
recommendations post-
matriculation in the My 
Colleges tab).

2. You waive your right to 
access, regardless of the 
institution to which it is sent.



How to write a good 
recommendation letter?

如何完成一封优秀的推荐信？



F u l l  P r e p a r a t i o n
充分的准备工作

● Brag sheet,  CV, or even PS from students with detai ls such as numbers and facts

● 完整详细的学生自荐信、CV，甚至于PS，以方便推荐人写推荐信。尽量给老师提供一些数字和事例，
让推荐信更加具体且富有细节

● Personal talks with students about his/her personal i t ies, dream schools and reasons, 
efforts made towards his/her goals,  etc.  

● 推心置腹的面谈，了解学生的个性、为人、理想等 ,以及想要申请哪些学校，为什么要选择这些学校，
以及学生为了这些目标做了些什么，利于写出更好的推荐信

● Clear knowledge of submit t ing deadl ine (preferably two months ahead of appl icat ion 
deadl ines on recommender systems)

● 知悉推荐信提交时间，建议提前两个月，最好不要拖过大学申请的deadl ine（推荐人系统可以看到
截止日）

See attachment

Next page



D e a d l i n e s  参考截止日

USA

● Early: 10.15  11.1  11.15   

● Regular: 12.1   12.15   1.1  1.15   2.1 

UK

● 10.15 (Oxford, Cambridge & Conservatory)

● 1.27 ( Other )

Hong Kong

● Early: 10.15

● Regular: 1.15



D e t a i l e d  C o n t e n t  
详实的内容

● What is the context of your relationship with the applicant? / 与申请人的关系是？

● Has the student demonstrated a wil l ingness to take intel lectual r isks and go beyond 
the normal classroom experience? / 学生是否具有学术挑战精神及有优异的课堂表现？

● Does the applicant have any unusual competence, talent or leadership abi l i t ies? 
What motivates this person? What excites him/her? / 学生是否具有突出的能力、天赋或
领导力？学生追求成就的内驱动力是什么？学生对什么学科方面感兴趣？

● How does the applicant interact with teachers? With peers? Describe his/her 
personali ty and social ski l ls. /  学生和老师关系如何？和同学呢？描述一下学生的个人性格
及与他人的日常交往情况

● Has the applicant ever experienced disappointment or fai lure? If so, how did he/she 
react? / 学生是否遇到过挫折？若有，学生是怎么克服的？

● Are there any unusual family or community circumstances of which we should be 
aware? / 是否有不寻常的家庭其它状况对学生产生影响？
What if a student doesn’t stand out that much?
 - Write positively about his/her attitude and efforts made in and out of the class. 
There must be something good if you would like to recommend this student.

Consistent with the 
course level
结合课程难度



D e t a i l e d  C o n t e n t  
详实的内容

● Highl ight  impressive character ist ics and ski l ls  beyond his/her own sel f -advocacy

突出申请者个人特点及能力

● Speci f ic  and stor ied:  support  your conclusions wi th facts and anecdotes

以具体事实及事例支撑推荐人对学生的评价

● Provide the informat ion and impressions we cannot glean from the rest  of  the appl icat ion

展示学生更立体全面的形象

● Try to give a complete sketch of  the student and the context  of  h is/her accompl ishments.  

为学生的优异表现提供背景支撑

MIT推荐信写作建议：How to  wr i te  good le t te rs  o f  recommendat ion  -  MIT

ht tp : / /m i tadmiss ions .org /app ly /p repare /wr i t ingrecs  

http://mitadmissions.org/apply/prepare/writingrecs


We l l - o r g a n i z e d  S t r u c t u r e
有条理的结构

1. Introduction / 开头

● Introducing the relationship between the recommender and the applicant 
and the duration of this relationship

● 介绍他和申请者的关系以及他们接触的内容，比如是申请者某专业课的老师或者
是Counselor，以及认识的时长，这样会增加这篇推荐信的可信度和真实度。

● The longer this relationship lasts, the better for the authenticity of details 
to be guaranteed.

● 一般认识越久越好，越知道近况越好。



We l l - o r g a n i z e d  S t r u c t u r e
有条理的结构

2 .  Body  /  主体

● Two to  th ree  paragraphs descr ib ing  the  s tudent ’s  s t rengths  concern ing  academic  per fo rmance,  
ex t racur r icu la r  sk i l l s ,  and persona l  charac ter is t i cs  suppor ted  by  s to r ies  and fac ts

分段列举两到三个学生的优点，选取最能展现能力、个性、特点的事例，反映学生在学科方面的潜质，展现学生各
方面的综合素质，挖掘学生独特的闪光点

● Avo id  us ing  fancy  bu t  empty  and no t - fac t -based words  l i ke  exce l len t ,  d is t ingu ished,  and ambi t ious

若文章充满“exce l len t ”，“d is t ingu ished”，  “ambi t ious”  等顶级赞美之词，却没有具体的例子来支持。这
样的推荐信不仅不能使招生官增加对申请者的了解，反而会让他们觉得无法对申请者有一个真实的认识。

SHOW!

NOT TELL!



We l l - o r g a n i z e d  S t r u c t u r e
有条理的结构

3. Conclusion / 结尾

● Recommendation letters are targeted at al l  universit ies to be applied, so no 
specif ic university names should be mentioned.

推荐信不针对任何一所学校，不需要在文末特地注明学生适合某个学校



F o r m a l  F o r m a t
工整的格式

● Neat and formal format (Please refer to Attachment “SIA- Recommendat ion let ter  sample（with 
format） ” )

严谨工整的书信模式，以免被视作不严肃、不认真，影响推荐效果（详参附件 “SIA- Recommendat ion 
let ter  sample（with format） ”）

● Standard A4 paper wi th school  let terhead and recommender ’s off ic ia l  (e lectronic)  s ignature

标准A4纸，上方有学校抬头，下方有落款签名（可以插入电子签字）

● 300-500words, 500+ words would be highly recommended

300-500词，500词以上更佳

● Personal ized but Uni f ied wr i t ing sty le for  a l l  recommended students

每个老师可形成自己的写作风格，为每位学生使用一样的格式与口吻

CONSISTEN
CY



N o t e s
注意事项

● Spec ia l  a t t en t i on  shou ld  be  pa id  t o  recommenders ’  con tac t  i n fo  when  s tuden ts  a re  no t  S IA  g radua tes  ( spec i f i ca l l y ,  Shenzhen  
Exper imen ta l  Schoo l -Sen io r  H igh  Schoo l

● 落款注意区分不同校区的学生

● Con t rad i c t i ons  t o  t r ansc r i p t s ,  ce r t i f i ca tes ,  and  o the r  o f f i c i a l  documen ts  shou ld  be  avo ided .

● 内容与其他申请材料如成绩单、获奖证书等信息吻合，不要出现矛盾

● Spec i f i c  wo rds  o f  s tanda rd i zed  t es t s  such  as  SAT ,  TOEFL  and  ACT shou ld  be  avo ided .

● 标化老师不要出现SAT,   TOEFL ,  ACT字眼（要和成绩单的科目一致！！）

● Be  ca re fu l  w i t h  men t i ons  o f  s tuden ts ’  d i sadvan tages  and  weaknesses .  Fa i r  comments  o f  m i l d  and  i ns i gn i f i can t  weak  po in t s  a re  
a l l owed ,  i f  necessa ry .   

● 避免写缺点，弱点！如果很想写，可写少量并不重要但很中肯的小缺点

● Do be  generous  w i t h  p ra i ses  and  comp l imen ts !  

● 不要吝啬赞美之词！



E x a m p l e s  l e t t e r s  o f  r e c o m m e n d a t i o n  a n d  c r i t i q u e s
优秀范文及评语

● Teacher  recommendat ion  for  David :

● I t  i s  a  g rea t  p leasure  fo r  me to  recommend Dav id  fo r  admiss ion  to  MIT.  He  i s  one  o f  the  mos t   ex t raord inary  
s tuden ts  I  have  encounte red  in  20  years  o f  teach ing .  I  taught  Dav id  A .P.  Ca lcu lus  las t  year  as  a  ten th  g rader,  
and  he  was  one  o f  the  very  top  s tuden ts  in  an  ex t remely  ab le  g roup  o f  mos t l y  sen io rs .  He  has  a h igh  apt i tude 
f o r  math  and  was  very  much invo lved  in  h is  work ,  app ly ing  h imse l f  w i th  pers is tence  and  ded ica t ion  and  o f ten  
go ing  beyond the  regu la r  c lass  ass ignments .  

● Dav id ' s  ab id ing  in terest ,  however,  i s  computer  sc ience .  He  has  deve loped a  ser ies  o f  "s t rands"  fo r  use  in  
p rov id ing  computer i zed  d r i l l  and  rev iew in  the  bas ic  sk i l l s  and  techn iques  o f  a lgebra  and  a r i thmet ic  and  has  
recen t l y  adap ted  these  to  o ther  sub jec ts .  Dav id ' s  work  in  th is  a rea  has  been so  o r ig ina l  and  s ign i f i can t  tha t  he  
has  pub l i shed  a  paper  on  i t  and  de l i ve red  severa l  lec tu res  to  p ro fess iona ls  in  o ther  par ts  o f  the  coun t ry.  Th is  i s  
a  phenomena l  accompl i shment  fo r  anyone,  espec ia l l y  a  young man in  ru ra l  A rkansas .  I t  i s  a lso  wor th  no t ing  
tha t  bo th  las t  year  and  th is  year  Dav id  taugh t  computer  p rogramming  to  a  ten th  g rade  c lass  o f  m ine  fo r  two  
weeks .  He  took  over  comple te ly,  p repar ing  lec tu res ,  ass ignments ,  and  tes ts  w i th  g rea t  ca re  and  thought .  H is  
lec tu res  were  c lear  and  we l l  o rgan ized ,  and  i t  was  obv ious  tha t  he  had  expended a  g rea t  dea l  o f  e f fo r t  t o  make 
the  course  the  success  tha t  i t  was .  

● Dav id ' s  persona l  qua l i t i es  a re  as  impress ive  as  h is  in te l lec tua l  accompl i shments .  An  ex t remely  k ind ,  sens i t i ve  
and  sens ib le  boy,  he  has  had  a  d i f f i cu l t  f ami l y  s i tua t ion  fo r  a  few years  now.  He p rov ides  emot iona l  suppor t  to  
h is  mother  th rough her  ba t t le  w i th  cancer  w i thou t  a l low ing  the  s i tua t ion  to  undermine  h is  own s tab i l i t y  and  
accompl i shments .  He  has  exhaus ted  a l l  t ha t  we  have  to  o f fe r  h im in  th is  sma l l  communi t y,  and  the  matur i t y  tha t  
he  has  demons t ra ted  leads  me to  be l ieve  h im capab le  o f  en te r ing  co l lege  a  year  ear l y,  as  he  now p lans  to  do .  I  
s incere ly  hope  tha t  you  w i l l  be  ab le  to  o f fe r  h im a  p lace  in  MIT 's  f reshman c lass .



● Critique:

● Excellent! This recommendation is f i l led with comments from someone who clearly 
knows this student well. We get a clear sense for not only David's intellectual capacit ies, 
but also emotional maturity. His genuine love for computer programming comes through 
in this teacher's description. We also realize that he is pushing academic boundaries in 
his community and making opportunit ies for himself - a trait that is especially important 
for a candidate seeking college admissions a year early.

E x a m p l e s  l e t t e r s  o f  r e c o m m e n d a t i o n  a n d  c r i t i q u e s
优秀范文及评语



● Teacher Recommendation for Jen: 

● Jen was a student in one of my predominately senior physics classes. She took physics 
her junior year   in high school and was a good student. Through hard work, she was 
able to develop a good   understanding of the subject material.

● Jen also had personal qualit ies that are commendable. In the two years that I have 
known her I have never known her to be dishonest or untrustworthy. Once on an exam 
paper I had made a grading error in her favor. She brought this to my attention even 
though it resulted in a lower test grade.

● In conclusion, I feel that Jen has both the academic and personal qualit ies to be a 
credit to the college   of her choice, and I give her my recommendation without 
reservation.

E x a m p l e s  l e t t e r s  o f  r e c o m m e n d a t i o n  a n d  c r i t i q u e s
优秀范文及评语



● Critique

● We receive thousands of recommendations l ike this each year. It is al l  posit ive, but i t  
doesn't give any real depth to the candidate. In this instance, the reader is left feeling 
the writer is reaching for something to say. Honesty and trustworthiness are certainly 
admirable traits, but they are not uncommon among the nation's top college applicants. 
We are looking for a compell ing reason to admit someone, so information on the class 
material does not help the candidate. Although Jen may be a hard worker, most of our 
applicants are. Although the comments are posit ive, i t  is diff icult to grasp onto anything 
tangible to make this candidate's case stronger. Was this faint praise intentional? How 
does Jen fare in comparison with other (more outstanding?) candidates at the school?

E x a m p l e s  l e t t e r s  o f  r e c o m m e n d a t i o n  a n d  c r i t i q u e s
优秀范文及评语



R e f e r e n c e
参考常用词

Scholast ic  apt i tude（学习方面的才能）

● Nat ive  inte l lectua l  ab i l i ty  /  天赋

● Imaginat ion /  想像力

● Creat iv i ty  /  创造力

● Capac i ty  for  ana lyt ica l  th ink ing /  分析思考能力

● In te l lectua l  cur ios i ty  或 Spi r i t  of  inqui r y  /  好奇心 

● Abi l i ty  to  work  independent ly  /  独立学习工作的能力

● Memory /  记忆力

● Accuracy  /  正确性

● Methodology /  研究方法

• Capabi l i ty  for  abst ract  reasoning /  抽象推理的能力

• Potent ia l  as  a  researcher  /  研究的潜力 

• Potent ia l  as  a  teacher  /  教学的潜力

• Abi l i ty  to  express  h is  ideas  ora l ly  and in  wr i t ing  /  口头或文
字的表达能力

• Capac i ty,  des i re ,  and determinat ion for  good qua l i ty  
graduate  work  /  获得学业成功的能力、愿望与决心

• Probable  success  as  a  h igh school  s tudent  /  作为高中生成功的
可能性



Academic performance（学业上的表现）

● Breadth of general knowledge / 知识丰富

● Knowledge of l iterature in his f ield / 本专业领域知识

● Grade or achievement / 成绩或成就

● Industry， dil igence / 勤勉

● Participation in discussion / 讨论积极

● Academic maturity / 学业上的成熟

R e f e r e n c e
参考常用词



Languages（语言能力）

● Ability to speak , understand, read and write the English language / 听、说、读、写英文的能

力

● Ability to read significant l iterature in languages other than English / 英语以外的语言阅读能

力

R e f e r e n c e
参考常用词



Character（品行）  

● Honesty; integrity / 老实

● Sincerity / 诚恳

● Sense of responsibil ity / 责任感

● Cooperation / 合作

● Enthusiasm / 热诚

● Conscientiousness / 自觉性

● Ethical and moral standards / 伦理与道德标准

● Reliabil ity;  dependabil ity / 可靠性

R e f e r e n c e
参考常用词



How to upload a recommendation 
letter?

如何上传推荐信？



What Is Cialfo?
Cialfo is an online college and career planning platform schools 
use to support students in post-secondary planning.

○ Counselor,  Student,  Guardian, and Teacher access 
○ Communicat ion: Broadcast email ,  SMS, and Inbox chat
○ Career and personal i ty assessments
○ Track student progress
○ College and universi ty search
○ College and universi ty l ist  management
○ Document management (recommendations, t ranscr ipts,  forms)
○ Document sending to col leges & universi t ies



Cialfo是什么?

    Cialfo是一个在线大学和职业规划平台，学校可以通过它来有效管理学生的升学指导工作。

● 升学指导老师、学生、家长和学科老师都可以登录平台。

● 在日常工作方面，升学指导老师可以通过Cial fo的任务清单&进度管理（Task List  & Progress）给学生创建任

务并对学生的完成情况在线上进行追踪管理；发送广播公告、建立会议邀约、创建共享笔记、在平台内部聊天工具

上与学生对话等通信套件 (Communication Suite)  可以保证升学指导老师与学生、家长保持信息畅顺，沟通无

障碍。

● 备战申请、选校定校时，专业的职业性格测评（Career Assessments）可以帮助老师和学生快速确定专业方向；

Cial fo强大的院校专业搜索引擎（School Search）（覆盖50多个国家）和散点图（Scattergram）功能可以帮

助学生进行大学调研，参照历史录取数据来客观分析录取机会，选择适合自己的大学。

● 在忙碌的申请季，Cial fo的电子申请材料发送（cDocs）模块还完成了与Common App和Parchment的对接，可

以让升学指导老师通过Cial fo为学生直接把电子申请材料递交到这两个平台，并且还可以在Cial fo上随时查看学生

的申请状态。这一切都让大学申请变得更加简便、高效，可以大大减少文书处理及与各方沟通的时间。



Steps to Upload Recommendation 
Letters @ CIALFO

CIALFO系统上传推荐信步骤

1. Set up a CIALFO account / 创建老师的CIALFO账户

● Find the “Registration” email (from notif ications@cialfo.co) in your 
@sendelta.com 

在sendelta学校邮箱中寻找注册邮件

mailto:notifications@cialfo.co


2. Click on a student, and a sidebar wil l  appear

     点击学生，出现侧方栏



3. Review informat ion from the student to 
assist  in wr i t ing your recommendat ion

查看学生提供的信息，为推荐信提供素材



4. Prepare Common App Teacher 
Evaluation Form 

填写Common App的教师评估表

a. Cl ick  on the blue Teacher  Eva luat ion button

点击蓝色的Teacher  Eva lua t ion按钮

b.  Complete the form in the s idebar  

在右边弹出的新弹窗里完成评价表的填写

c .  C l ick  “Save” at  the bottom when completed

要 记 得 点 击 ” S a v e “ 进 行 保 存 哦 ！



5. Ratings
● Rate the student ’s 

performance in var ious 
aspects.  Preferable rat ings 
would be “Very Good”,   
“Excel lent” ,  “Outstanding” 
and “One of  the top few 
encountered in my career” .

● 学生表现评分栏处，评级优选  
“Very Good”  、
“Excel lent”、
“Outstanding”和“One of 
the top few encountered in 
my career”



● 6. Upload a PDF file 

          (PDF only, General only) 

上传PDF格式的推荐信（仅支持上传
PDF格式文件）

 (注意⚠ ：️只需要勾选General only)



● Please confirm the total number of recommendation letters you need to 
write by the end of June, 2023. Then upload the final letters to CIALFO 
from June to August 2023. Final submissions of recommendation letters, 
together with official transcripts, will be done by counselors.

2023年5月底之前确认会写哪些学生（统计自己的工作量），6-8月写好上传到Cialfo（上传
不代表提交），由Counselor统一连同成绩单一起提交

● About resigned teachers 关于离职的老师:

The student should ask for the teacher ’s permission first. If the 
teacher would like to recommend the student, the teacher could join 
the CIALFO system by emailing full name, email, phone number and 
gender  to counselor1@sendelta.com for account registration.

学生应首先取得老师的同意。若老师愿意推荐该名学生，老师可以将全名、邮箱、电话、性别
信息发送到counselor1@sendelta.com进行CIALFO系统的注册。

N o t e s
注意事项

mailto:counselor1@sendelta.com
mailto:counselor1@sendelta.com进行CIALFO


I n d i v i d u a l  R e c o m m e n d e r  S y s t e m

● Some universit ies use their own 
recommendation letter upload systems, 
and specif ic instructions wil l  be sent to 
recommenders through emails. Please 
upload these recommendation letters as 
required by the universit ies individually.

● 部分大学有自己的推荐信上传系统，具体指引
会发送到推荐人的邮箱。请根据这些大学的要
求，单独上传推荐信。

● Esp. Hong Kong, UK



Q&A



Thank you!

感谢聆听


