
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Post Office Name]  

[Post Office Address]  

[City, State, Zip Code]  

Dear [Postmaster's Name or "To Whom It May Concern"], 

[Introduction - State the purpose of your letter clearly.]  

[Body - Provide details and any necessary information regarding the issue 

or request.]  

[Conclusion - Summarize your request and express appreciation for their 

assistance.]  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Contact Information] 


