
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization/Institution Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to request assistance with my application for the [specific 

program or service, e.g., CJC applications].  

[Brief introduction about yourself and your connection to the 

program/service you are applying for.]  

I would greatly appreciate your guidance and support in navigating the 

application process. If possible, I would like to discuss the following 

areas where I am seeking assistance:  

- [Area 1]  

- [Area 2]  

- [Area 3]  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name] 


