
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to share my feelings and 

make a request regarding [specific situation or issue].  

When [describe the situation that affected you], I felt [your feelings, 

e.g., sad, frustrated], because [explain why you feel this way]. I have a 

need for [state your need, e.g., understanding, support] in this 

situation.  

Would you be willing to [specific request, e.g., meet to discuss this 

further, provide assistance, etc.]? I believe that this could help us 

both [explain how this benefits both parties].  

Thank you for considering my request. I appreciate your time and 

understanding.  

Warm regards,  

[Your Name] 


