嶺南大學香港同學會小學

Lingnan University Alumni Association (Hong Kong) Primary School

升中推薦信申請表  Recommendation Letter Application Form
I.
申請須知  Points to note in submitting application
1. 申請人必須為學生的家長或合法監護人。
2. 本校只接受投考私立或不參與派位的直資中學用之推薦信申請。請隨表呈交欲報考的中學的申請表副本。
3. 請儘量提供相關資料。
4. 申請期由每年的九月至翌年的四月下旬。
5. 如欲推薦信用某種語文（中文或英文）撰寫，提交的申請文件亦請盡量用該種語文填寫。惟撰寫推薦信所用的語文由最終由本校決定，不得異議。
6. 請連同小五、小六成績表、投考學校的入學申請表副本及申請表內提及的證書副本一併提交， 
7. 由遞交申請表日起計，預留最少十四個工作天，讓校方準備推薦信。少於十四個工作天內的申請一概不予受理。
8. 如申請不獲校方接納，申請人將會在遞交申請表後一星期內接獲通知。
9. 申請如獲接納，推薦信將由學生帶回給申請人。請申請人簽署及交回簽收回條。
10. 本校最多發出四封內容相同的推薦信給指定收信人。請提供欲指定的收信人的資料。

11. 請用電子方式提交申請文件（包括申請表及其他證明文件的副本），電子文件可用doc, pdf及/或jpg等格式。請使用學校eClass電郵傳送申請文件至羅翠蓮小姐。本校收到文件後會在三工作天內用eClass電郵回覆申請人確認是否收齊文件。
1. The applicant should be the parents or guardian of the student.
2. Only accept the application of recommendation letter for the admission to private or DSS schools. Please attach a copy of the application form of the secondary school.
3. Please provide all kinds of relevant information.
4. The application should be submitted from September to April.
5. If you want the letter to be written in a particular language (either Chinese or English), please fill in the application documents in that language. However, the language used for writing the recommendation letter is on the school’s discretion.
6. Please attach a copy of the P.5 and P.6 academic report, a copy of the admission application form of the secondary school as well as a copy of the certificate that mentioned in the application form.

7. Starting from the date of submitting the application, at least 14 working days are needed for the school to prepare the recommendation letter. The request of recommendation letter less than 14 working days will not be entertained.
8. If the application is not accepted, the applicant will be informed within one week after submitting the application form.

9. If the application is accepted, the recommendation letter will be issued to the applicant through the student. Please sign and return the reply slip when the letter is received.

10. At most 4 recommendation letters of identical content will be issued to specific persons. Please provide the corresponding information.

11. Please submit the application and the support documents in electronic form. The documents should be in doc, pdf and/or jpg format. Please use the eClass email to submit the application to Miss Lo Chui Lin. We will confirm you through eClass email upon receipt of all necessary documents in 3 working days.
II.
呈交文件清單  Checklist of submitting documents
請在呈交時檢查以下文件是否齊備 Please check the following documents before submitting:
	文件名稱
	家長填寫For parent use (
	校方填寫For schoolnt use (

	升中推薦信申請表

Recommendation Letter Application Form
	(
	(

	欲報考的中學的入學申請表副本
Copy of the admission application form of the secondary school
	(
	(

	小五、小六（如有）成績表副本
Copy of the P.5 and P.6 (if any) academic reports
	(
	(

	申請表內提及的獎項證書副本

Copy of the certificate of the award mentioned in the application
	(
	(


III.
基本資料  Basic information
	學生姓名：
	
	性別：
Sex:
	
	畢業年度：
Year graduated:
	

	Name of student:
	
	班別：
Class:
	
	出生日期：
Date of birth:
	


學校一 School 1
以下資料請同時用中英文填寫 Please provide the following information in BOTH Chinese and English
請呈交欲報考的中學的申請表副本  Please submit a copy of the admission application form of the secondary school
	申請中學名稱：

Name of secondary school applied:

	申請中學地址：

School address:

	申請中學校長姓名：

Principal’s name:

	投考上述中學的原因：
Reasons for applying the school:


學校二 School 2
以下資料請同時用中英文填寫 Please provide the following information in BOTH Chinese and English
請呈交欲報考的中學的申請表副本  Please submit a copy of the admission application form of the secondary school
	申請中學名稱：

Name of secondary school applied:

	申請中學地址：

School address:

	申請中學校長姓名：

Principal’s name:

	投考上述中學的原因：
Reasons for applying the school:


學校三 School 3
以下資料請同時用中英文填寫 Please provide the following information in BOTH Chinese and English
請呈交欲報考的中學的申請表副本  Please submit a copy of the admission application form of the secondary school
	申請中學名稱：

Name of secondary school applied:

	申請中學地址：

School address:

	申請中學校長姓名：

Principal’s name:

	投考上述中學的原因：
Reasons for applying the school:


學校四 School 4
以下資料請同時用中英文填寫 Please provide the following information in BOTH Chinese and English
請呈交欲報考的中學的申請表副本  Please submit a copy of the admission application form of the secondary school
	申請中學名稱：

Name of secondary school applied:

	申請中學地址：

School address:

	申請中學校長姓名：

Principal’s name:

	投考上述中學的原因：
Reasons for applying the school:


IV.
學術成就及資歷（如英國劍橋英文程度測試、英國皇家舞蹈學院考試、資訊科技挑戰獎勵計劃等）
Academic achievement and qualification (e.g. Cambridge Young Learners English Tests, The Royal Academy of Dance Examinations, IT Challenge Award)
(最多十項 At most 10 items)
	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.


V.
課外活動  Extra-curricular activities
	活動名稱
Name of activities
	校內/校外
（請圈出）
External/internal

(please circle)
	參與時期
Period participated
	成就描述/備註（如有）
Description of achievement/remarks
(if any)

	
	校內/校外
Ext/Int
	
	

	
	校內/校外
Ext/Int
	
	

	
	校內/校外
Ext/Int
	
	

	
	校內/校外
Ext/Int
	
	

	
	校內/校外
Ext/Int
	
	

	
	校內/校外
Ext/Int
	
	


VI.
獲取榮譽及獎項 Honours, awards & prizes
(最多十項 At most 10 items)
	比賽/項目名稱
Name of competition/item
	主辦單位/機構
Organizing body
	校內/校外

（請圈出）
External/internal

(please circle)
	獲獎日期
Date received the award
	獎項描述/備註（如有）
Description of the award/remarks (if any)

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	

	
	
	校內/校外
Ext/Int
	
	


VII.
社會服務 Social services
	服務項目
Name of services
	參與時日
Period participated
	描述/備註（如有）
Description/remarks (if any)

	
	
	

	
	
	

	
	
	


VIII.
個人特殊經歷（如遊學、參與社會服務、培訓） Other experiences (e.g. study tour, social services, training)
	


IX.
個人特質及長、短處 Distinguishing characteristics, strengths & weaknesses
	


本人聲明，以上所呈報的資料及所提交的文件，全屬真確。校方有權向本人索取有關文件正本以玆證明，本人明白所提供的資料如有失實，申請將不獲接納。

I declare that all the information and documents provided are true. I will submit the true copy of relevant documents to validate the above information whenever necessary. Failing which, I agree that the application would not be accepted.
	家長/監護人姓名：
Parent’s/guardian’s name:
	家長聯絡電話：
Contact phone:

	家長/監護人簽署：
Parent’s/guardian’s signature:
	日期：
Date:


如不敷應用，請另加紙書寫。 Please attach additional pages if space is not enough.

校方專用  For school’s use only
	收表日期：

Date received:
	
	編號：

Reference no.:
	

	撰寫人：

Person in charged:
	

	批核人：

Approved by:
	

	發出日期：

Date of issue:
	

	需呈交文件：
Documents required:
	


