In various professional settings, a very formal letter of
recommendation can be a crucial document. It often plays a
significant role in determining the course of an individual’s
career or academic journey. Crafting such a letter requires a
clear understanding of 1its structure, purpose, and the
essential elements that make it effective.

Purpose of a Very Formal Letter of
Recommendation

A very formal letter of recommendation is intended to provide
a comprehensive and authoritative assessment of an
individual’s abilities, skills, achievements, and character.
This type of letter is typically required for academic
admissions, high-level job applications, awards, or special
recognitions. Its purpose is to offer a persuasive argument in
favor of the candidate, highlighting their suitability for the
position or honor in question.

Key Elements of a Very Formal Letter of
Recommendation

— Introduction: Clearly state your position and your
relationship to the candidate.

— Candidate’s Qualities and Achievements: Discuss the
candidate’s relevant skills, achievements, and personal
qualities.

— Specific Examples: Provide specific examples that illustrate
the candidate’s abilities and accomplishments.

— Endorsement: Conclude with a strong endorsement of the
candidate for the specific role or opportunity.



Tips for Writing a Very Formal Letter of
Recommendation

1. Use Formal Language: Employ a formal and professional tone
throughout the letter.

2. Be Precise: Clearly articulate the candidate’s strengths
and qualifications without being overly verbose.

3. Focus on Relevance: Tailor the letter to the specific
application, ensuring that the qualities highlighted are
pertinent to the role or opportunity.

4. Provide Evidence: Back up your statements with concrete
examples or anecdotes.

5. Maintain Confidentiality: Respect the candidate’s privacy
by not disclosing sensitive personal information.

Below are eight templates for crafting a very formal letter of
recommendation:

Very Formal Letter of Recommendation
Template 1

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Institution/Organization]
[Address]

[City, State, Zip Code]



Dear [Recipient's Name],

I am writing to recommend [Candidate’s Name] for
[Position/Award/Opportunity]. As [Your Relationship to the
Candidate], I have had ample opportunity to observe
[His/Her/Their] professional conduct and accomplishments.

[Discuss Candidate’s Qualities and Achievements].

In conclusion, I wholeheartedly endorse [Candidate’s Name] for
[Position/Award/Opportunity]. [He/She/They] has demonstrated
exceptional [Qualities/Skills] that I believe will greatly
benefit [Institution/Organization].

Sincerely,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 2

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Admissions Committee/Selection Committee]
[Institution/Organization]

[Address]

[City, State, Zip Code]

To the [Admissions/Selection] Committee,



I am writing to endorse [Candidate’s Name]'’s application for
[Academic Program/Position]. As [Your Title] at [Your
Institution/Organization], I have observed [Candidate’s Name]
demonstrate outstanding [Academic Abilities/Professional
Skills].

[Detail Specific Examples and Achievements].

I am confident that [Candidate’s Name] will be an exemplary
addition to [Program/Position] and will uphold the standards
of excellence at [Institution/Organization].

Respectfully,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 3

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Institution/Organization]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am pleased to provide a formal recommendation for



[Candidate’s Name] regarding [His/Her/Their] application for
[Position/Award/Opportunity]. In my role as [Your Title], I
have closely monitored [His/Her/Their] performance and have
been consistently impressed.

[Detail Candidate’s Relevant Skills and Contributions].

Based on [His/Her/Their] proven track record, I am confident
in [Candidate’s Name]’'s abilities and potential contributions
to [Institution/Organization].

Yours sincerely,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 4

[Your Name]

[Your Titlel]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Institution/Organization]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am honored to recommend [Candidate’s Name] for
[Position/Award/Opportunity]. My tenure as [Your Title] has



allowed me to witness firsthand [Candidate’s Name]'s
exceptional [Skills/Qualities].

[Provide Specific Illustrations of Candidate’s Merits].

It is with great confidence that I recommend [Candidate’s
Name] for [Position/Award/Opportunity], and I am convinced
that [He/She/They] will excel and contribute positively to
your [Institution/Organization].

Kind regards,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 5

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

To Whom It May Concern,

I am writing to support [Candidate’s Name]'s candidacy for
[Position/Award/Opportunity]. As [Your Title], I have had the
privilege of observing [Candidate’s Name]’'s professional
growth and am impressed by [His/Her/Their] [Specific Skills
and Accomplishments].

[Elaborate on Candidate’s Qualifications and Experiences].

I am confident that [Candidate’s Name] will bring



[His/Her/Their] notable expertise and enthusiasm to
[Position/Award/Opportunity] and prove to be an invaluable
asset.

Sincerely,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 6

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Institution/Organization]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to express my unreserved recommendation of
[Candidate’s Name] for [Position/Award/Opportunity]. As [Your
Title] at [Your Institution/Organization], I have thoroughly
evaluated [His/Her/Their] capabilities and have found
[Him/Her/Them] to be exceptional.

[Discuss Candidate’s Outstanding Attributes and
Contributions].



I have no doubt that [Candidate’s Name] will significantly
contribute to [Institution/Organization] and excel 1in
[Position/Award/Opportunity].

Yours faithfully,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 7

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Institution/Organization]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

It gives me great pleasure to advocate for [Candidate’s Name]
as [He/She/They] seeks [Position/Award/Opportunity]. My
position as [Your Title] has provided me with extensive

opportunities to assess [His/Her/Their] qualifications.

[Detail Candidate’s Professional or Academic Proficiencies and
Achievements].

Given [His/Her/Their] proven abilities and dedication, I am



confident that [Candidate’s Name] will be an exemplary
candidate for [Position/Award/Opportunity].

With regards,

[Your Name]
[Your Title]

Very Formal Letter of Recommendation
Template 8

[Your Name]

[Your Title]

[Your Institution/Organization]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Selection Committee/Recipient's Name]
[Institution/Organization]

[Address]

[City, State, Zip Code]

Esteemed Members of the [Selection Committee/Recipient's
Title],

I write to endorse [Candidate’s Name ] for
[Position/Award/Opportunity]. As [Your Title] at [Your
Institution/Organization], I have had ample opportunity to
evaluate [Candidate’s Name]'’'s suitability for this role.

[Provide a Comprehensive Assessment of Candidate’s
Suitability].

I am thoroughly convinced of [Candidate’s Name]’s capabilities
and believe [He/She/They] will make substantial contributions



to [Institution/Organization].
Respectfully,

[Your Name]
[Your Title]

These templates offer a foundational structure for crafting a
formal letter of recommendation, ensuring that the candidate’s
strengths are effectively communicated to the recipient.



