
[University Letterhead Paper] 

[University Address] 

To Whom It May concern 

[Student Name] 

The content of the reference (Guidance): 

1. Length of time and capacity in which you have known the applicant.

2. Applicant’s qualifications, level of performance and results (or expected results).

3. If possible, please indicate the applicant’s overall ranking in class compared to other students following
the same degree programme.

4. Your assessment of the applicant’s potential or suitability to undertake the programme applied for.

5. The applicant’s motivation and intellectual capacity.

6. If the applicant is/was employed by your organisation, their duties and standard of work.

7. If the applicant’s first language is not English, whether you consider his/her ability to read, write, speak
and comprehend English adequate for the programme applied for.

8. Any other information you think relevant and which you fell would assist the University in making its
decision.

[Signature of the Referee]  

[Print Name of the Referee]  

[Position of the Referee] 

[Phone Number of the Referee] 

[Email Address of the Referee]  

*This is sample can only be used for guiding students to do University application, not for other purposes.






