
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Appeal for [Brief Description of the Issue]  

I am writing to formally appeal [specific decision, action, or situation] 

that was made on [date of decision]. [Briefly explain the background of 

the issue, including any relevant details].  

I believe that the decision should be reconsidered for the following 

reasons:  

1. [Reason 1]  

2. [Reason 2]  

3. [Reason 3]  

I have included [any supporting documents or evidence] to substantiate my 

appeal. I respectfully request that you review my case and consider 

[desired outcome].  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name] 


