
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Position/Title (if known)]  

[School Name/Organization]  

[School Address]  

[City, State, Zip Code]  

Dear [Recipient Name or "To Whom It May Concern"], 

Subject: Appeal for [Specific Issue/Decision]  

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

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

disciplinary action, educational placement, etc.].  

[In this paragraph, provide a clear description of the situation. Include 

relevant details and explain why you believe the decision should be 

reconsidered. Reference any specific policies or guidelines if 

applicable.] 

I would like to request a reconsideration of this decision based on [list 

your reasons, such as new evidence, misunderstandings, or other relevant 

factors].  

I appreciate your time and consideration in reviewing this appeal. I am 

hopeful for a prompt and fair resolution to this matter. Please feel free 

to contact me at [your phone number] or [your email address] should you 

require any further information or clarification. 

Thank you for your attention to this appeal. 

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)]  

[Your Relationship to the Student (if applicable)] 


