
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Appeal for [Brief Description of the Appeal]  

I hope this letter finds you well. I am writing to formally appeal 

[specific decision or action] regarding [briefly state the issue or 

decision].  

[Provide a detailed explanation of the situation, including relevant 

facts, dates, and any other supporting information.]  

I believe that [present your arguments or reasons for the appeal, 

referencing any policies, procedures, or precedents].  

I respectfully request that [state your desired outcome or resolution]. I 

am happy to provide any additional information needed and am available 

for a meeting to discuss this matter further.  

Thank you for considering my appeal. I look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


