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For overseas staff

Memo

Division of International Affairs and Language Development, International Service Office, Tel. 1650
Ref. No. A5 0527.01.11(2)/ DALE.. oo

Subject: Requesting for a recommendation letter
Dear President,

L DE/IMIE/IVIES /IS ..ottt ettt ettt ettt a sttt ea et e st e s et e st es e st ete st et et ese et es s esens et et e eseneeneneerenes ,
Academic position (if any): (3 professor [ Associate Professor [J Assistant Professor, an overseas
specialist lecturer in the Division/ Office/ Department Of ... ,
the Faculty/ SChool of ... , would like to ask for a/ an

0 employment certificate

O salary certificate

[ letter to APPLY fOr ViSa tO (COUNTIY) wouiiriiiieiiiei e

Reason of traveling ... DUrAtioN.c.vieeee e

Please find the documents enclosed.
[ Memo of official leave approved by the University O Acceptance/ Invitation letter

[ Form for vacation leave [ Others, PLEASE SPECITY i
For more information, please contact me at this telephone NUMBET ...

Sincerely yours,

SIBNATUIE ettt e
Remarks: The letter can be obtained in less than three days, excluding the day that the form is submitted, national

holidays, and weekends.

For official only
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