
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Department Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally appeal [specific decision or action] that was 

communicated to me on [date].  

I believe this decision requires reconsideration due to the following 

reasons:  

1. [Reason 1: Address the relevant issue with specific details.]  

2. [Reason 2: Provide additional context or evidence that supports your 

case.]  

3. [Reason 3: Mention any relevant policies or regulations that support 

your position.]  

I respectfully request that you review the evidence provided and consider 

my appeal. I am hopeful for a positive resolution and am willing to 

provide any further information necessary to assist in this process.  

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)] 


