
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[National Labor Relations Commission (NLRC)]  

[NLRC Address]  

[City, State, Zip Code]  

Subject: [Subject of the Letter]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to formally address [specific issue or concern] that has 

arisen within [specific context or situation]. [Provide a brief overview 

of the situation, including any relevant background information.] 

[Detail the specific facts, including dates, locations, and parties 

involved. Describe any actions taken to resolve the issue and cite any 

relevant laws or regulations.] 

We believe that it is essential for all parties involved to adhere to 

[mention relevant agreements, policies, or labor laws]. Therefore, we 

kindly request [specify the action or resolution you seek from the NLRC]. 

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

prompt response and are hopeful for a resolution that serves the best 

interest of all parties concerned. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization Name] 


