
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request 

consideration for an award recognizing [specific achievement, 

contribution, or service] by [individual or organization's name].  

[Provide a brief background on the individual or organization and the 

significance of their contributions.]  

[Detail specific examples of achievements or contributions that make them 

deserving of the award. Include any metrics, feedback, or accolades that 

support your request.]  

[Explain the importance of this recognition and how it aligns with the 

values of the awarding body.]  

Thank you for considering this request. I am confident that recognizing 

[individual or organization's name] will not only honor their hard work 

but also inspire others within our community.  

Please do not hesitate to reach out if you require any further 

information or documentation in support of this request.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Contact Information] 


