
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Institution Name]  

[Institution Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Appeal for [specific decision or action, e.g., Admission 

Decision, Financial Aid, etc.] 

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

decision regarding my [specific decision, e.g., admission application, 

financial aid request, etc.] for the [specific program or semester]. My 

application ID is [Application ID]. 

[Briefly explain the context and your reasons for appeal. Include any 

relevant information, personal circumstances, or new supporting documents 

that might strengthen your case.] 

I have always been passionate about [specific field or subject] and 

strongly believe that [Institution Name] is the perfect place for me to 

achieve my academic and career goals. [You may include any additional 

information about your qualifications, achievements, or improvements 

since the decision.] 

I kindly request that you reconsider my application and provide me with 

an opportunity to [restate your request, e.g., join the program, receive 

financial aid, etc.]. I am more than willing to provide any further 

documentation necessary or engage in a discussion regarding my appeal. 

Thank you for considering my request. I look forward to your positive 

response. 

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


