
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to address the recent incident involving [Individual's Name] 

and the implications of forgery. While the circumstances are indeed 

serious, I would like to highlight [Individual's Name]'s character and 

contributions prior to this event. 

[Provide a brief background on Individual's Name, including their 

strengths, skills, and any pertinent accomplishments or positive 

attributes.] 

It is important to note that [Individual's Name] has demonstrated 

[specific positive examples or traits] in the past. This incident does 

not encompass their entire character or capabilities. [Mention any 

mitigating circumstances or aspects that may have contributed to the 

situation, if applicable.] 

I encourage you to consider [Individual's Name]'s past contributions and 

inherent potential when assessing the appropriate consequences for their 

actions. It is my hope that this letter serves to provide a broader 

perspective regarding their character. 

Thank you for your attention to this matter. If you require any further 

information or clarification, please do not hesitate to contact me. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


