[Your Name]
[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Position]

[Recipient's Organization]

[Organization's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

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

assistance with a favor related to my preparation for the FCE (First
Certificate in English) examination.

[Briefly explain your situation and what specific favor you are
requesting. Be clear and concise about how they can help you.]

Your support would mean a lot to me as I strive to achieve my goals in
this important endeavor. I appreciate your consideration and any help you
can provide.

Thank you very much for your time and support. I look forward to hearing
from you soon.

Best regards,

[Your Name]



