
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Appeal for [Specific Issue or Request]  

I hope this letter finds you well. I am writing to formally appeal the 

decision regarding [briefly explain the decision you are appealing, e.g., 

denial of a claim, rejection of an application]. My account number is 

[Your Account Number].  

[Paragraph 1: Provide detailed information about the situation, including 

any relevant dates, amounts, and actions taken. Explain why you believe 

the decision should be reconsidered.]  

[Paragraph 2: Include any supporting documents or evidence that reinforce 

your case. Mention any relevant policies, guidelines, or regulations that 

support your appeal.]  

[Paragraph 3: Express your appreciation for their consideration and your 

willingness to provide additional information if needed. Include any 

specific requests regarding the resolution you are seeking.]  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


