
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Subject: Appeal for [Specific Decision/Action]  

Dear [Recipient's Name],  

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

decision regarding [briefly state the decision you are appealing].  

1. **Introduction:**  

 - Briefly state your relationship to the matter at hand and provide any 

relevant background information. 

2. **Reason for Appeal:**  

 - Clearly explain the reasons why you are contesting the decision. 

Include any supporting evidence or documentation. 

3. **Request for Reconsideration:**  

 - State what you would like to see happen as a result of this appeal. Be 

clear and specific. 

4. **Conclusion:**  

 - Thank the recipient for their time and consideration. Offer to provide 

any further information needed. 

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company, if applicable] 


