
**[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]**  

Dear [Recipient's Name], 

**1. Introduction**  

 - Briefly introduce yourself and your relationship with the recipient or 

organization.  

 - State the purpose of your letter and the exceptional request you are 

making.  

**2. Background/Context**  

 - Provide any necessary context or background information related to 

your request.  

 - Explain why this request is important and its potential impact.  

**3. Details of the Request**  

 - Clearly outline your request, including specific details and any 

relevant deadlines.  

 - Highlight any relevant achievements or contributions that support your 

request.  

**4. Justification**  

 - Present compelling reasons for your request.  

 - Discuss any potential benefits for the recipient or organization.  

**5. Conclusion**  

 - Reiterate your appreciation for the recipient's consideration.  

 - Express willingness to discuss further or provide additional 

information if needed.  

**Sincerely,**  

**[Your Name]**  

**[Your Title/Position, if applicable]**  

**[Additional Information, if needed]** 


