	International Christian University (ICU) 
College of Liberal Arts
· English Language Based Admissions
	ICU Information Sheet
(Cover Sheet for a Letter of Recommendation)

	

	Please complete all light blue fields below: 
This Information Sheet must be completed by the recommender and attached as a cover sheet when submitting a letter of recommendation in either of the following cases: 
(1) when the letter cannot be uploaded via the Submission Portal and is submitted by postal mail or email attachment; or 
(2) when the letter is uploaded on behalf of the recommender by a third party.  
*In case (2), the Information Sheet may be completed by an authorized third party on behalf of the recommender.
This Information Sheet is not valid on its own and must always be submitted together with the letter of recommendation. 
NOTE: As part of the application process, the student has waived the right to review confidential letters of recommendation. 
ICU strictly maintains the confidentiality of all information provided through this Information Sheet. 



	· Student Information:
	Enter the student’s name exactly as it appears on official academic or legal documents.

	Legal name
	
	,
	
	
	

	
	LAST / FAMILY / SURNAME
	
	First / Given Name
	
	Middle Name (if any) 

	Date of birth
	
	
	English name 
	

	(for verification purposes)
	yyyy/mm/dd
	
	(if applicable)
	Only if the student regularly uses an English name in academic settings and their legal name is not of English origin.



	· Recommender Details:
	If any required information is missing, the Admissions Center may contact you directly for clarification.

	Name
	
	,
	
	
	

	
	LAST / FAMILY / SURNAME
	
	First / Given Name
	
	Middle Name (if any)

	Position/Title
	
	Primary subject taught
	

	
	e.g., Department Head, Principal, Subject teacher
	(if applicable)
	e.g., English, Mathematics, Social Studies, Sciences

	Institution name
	

	
	
	
	

	Official Email
	
	Other Email
	

	Must be an official institutional email address (school domain).
	Only if you do not have an official institutional account.



	· Please answer the questions below: 
If the recommender is unable to complete this sheet, the responses to Questions 1-3 may be entered by an authorized third party, based on information directly obtained from the recommender.

	
	1. How long have you known the applicant, and in what capacity? 

	
	
	e.g., “I have known this student for three years as their English teacher.”

		
	
	



	2. Compared to other students you have taught, how do you rate this applicant in the following area? 

	If comparative evaluation is restricted by school policy, please provide your personal assessment to the extent possible.

	
	
	
	No basis
	Below average
	Average
	Good
(above ave.)
	Very good
(well above ave.)
	Excellent
(top 10%)
	Outstanding
(top 5%)

	
	
	- Academic achievement
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	
	
	- Extracurricular accomplishments
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	
	
	- Personal qualities & characteristics
	☐
	☐
	☐
	☐
	☐
	☐
	☐

	
	
	☐ While our school/institution policy does not allow official comparative evaluations among students, the ratings 
provided represent my personal perspective as the recommender and are offered for the university’s reference.



	3. Do you recommend this applicant for admission to International Christian University?

	
	
	☐ No 
	☐ With reservations
	☐ Fairly strongly
	☐ Strongly
	☐ Enthusiastically



	

	Signature*:
	
	Date*:
	
	

	
	Typing your name here is sufficient. No handwritten or digital signature is required.
	
	yyyy/mm/dd
	

	*If this Information Sheet has been completed by a third party on behalf of the recommender, the name of the person who entered the information may be typed here. 
	





	Please ensure that this completed form is converted to PDF format and submitted together with the letter of recommendation.
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