
Room xxx, Academic Building
School of Information Science and Technology
NorthEast Normal University
No.2555 Jingyue Street, Nanguan District
Changchun, P. R. China, 130117

May 21, 2024

Recommendation Letter for Ms. Lili Liang1

To Whom It May Concern:

Paragraph One: I am a professor of the School of Information Science and Technology at
NorthEast Normal University. ......

Paragraph Two: Indicate why you are interested in the position, the company, its prod-
ucts, services - above all, stress what you can do for the employer. If you are a recent
graduate, explain how your academic background makes you a qualified candidate for
the position. If you have practical work experience, point out specific achievements or
unique qualifications. Try not to repeat the same information the reader will find in the
resume. Refer the reader to the enclosed resume or application which summarizes your
qualifications, training, and experiences. The purpose of this section is to strengthen
your resume by providing details which bring your experiences to life.

Paragraph Three: Request a personal interview and indicate your flexibility as to the
time and place. Repeat your phone number in the letter and offer assistance to help in
a speedy response. For example, state that you will be in the city where the company
is located on a certain date and would like to set up an interview. Alternatively, state
that you will call on a certain date to set up an interview. End the letter by thanking
the employer for taking time to consider your credentials..

Please do not hesitate to contact me if you need me to provide more information.

Sincerely yours,

xxx, Professor
School of Information Science and Technology
NorthEast Normal University
Phone: (86) 10-xxxx-xxx
Email: xxx@nenu.edu.cn
Website: https://ai.nenu.edu.cn

1Lili Liang. “NENU Letter Template” Proceedings of Overleaf. Overleaf Gallery, 2024.
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