
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Office of Unemployment Compensation]  

[Address]  

[City, State, Zip Code]  

Subject: [Nature of Correspondence, e.g., "Response to Unemployment Claim 

Notification"]  

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

I hope this letter finds you well. I am writing to [explain the purpose 

of your correspondence, e.g., "appeal the decision made regarding my 

unemployment claim" or "provide additional information related to my 

application"].  

[Provide a brief description of your situation, including relevant dates, 

claim details, and any necessary identification information, such as your 

Social Security number or claim number.]  

[Include any supporting documents, if applicable, and state what you are 

requesting or the action you wish to take.]  

Thank you for your attention to this matter. I appreciate your assistance 

and look forward to your prompt response.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


