
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Appeal for [specific issue or decision]  

I hope this letter finds you well. I am writing to formally appeal the 

decision regarding [briefly state the decision or issue you are 

appealing].  

[Explain the situation in detail, including facts and any relevant 

background information. Be concise but thorough, highlighting key points 

that support your appeal.]  

I believe that [explain reasons for disagreement with the decision, 

providing evidence or examples if applicable].  

In light of this, I kindly request that you [state what you want the 

recipient to do, e.g., reconsider the decision, provide additional 

information, etc.].  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Any relevant attachments, if needed] 


