
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[School/Organization Name]  

[School/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [your 

age/grade] at [school/organization name]. I am writing to express my 

concern regarding [specific issue or incident].  

On [date of incident], I experienced or noticed [describe the situation 

briefly]. This made me feel [explain your feelings, e.g., upset, hurt, 

confused].  

I believe it is important to [explain why the issue should be addressed, 

e.g., create a better environment, ensure fairness]. I kindly ask that 

you [suggest a solution or action].  

Thank you for taking the time to read my letter. I hope we can work 

together to resolve this issue.  

Sincerely,  

[Your Name]  

[Your Grade/Class] 


