Your Name]

Your Address]
City, Postcode]
Email Address]

Date]

Recipient's Position]
Company/Organization Name]
Address]

City,

[
[
[
[
[
[Recipient's Name]
[
[
[
[

Postcode]

Dear [Recipient's Name],
I am writing to express my concerns regarding [specific problem or issue]
that I have encountered. This situation has [explain how the problem

affects
To give
details
resolve
I would
suggest

you or others].

you a better understanding of the problem, [provide specific
or examples]. I believe that [mention any previous attempts to
the issue or relevant policies].

appreciate your attention to this matter and would like to
that [offer a possible solution or request for action].

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

Yours sincerely,

[Your Name]



