
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[University/College Name]  

[Department/Office]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Appeal for [Specify the Subject of Appeal, e.g., Academic 

Decision, Financial Aid]  

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

[provide a brief description of the decision or situation you are 

appealing]. My name is [Your Name], and I am a [your year, e.g., 

sophomore] majoring in [Your Major] at [University/College Name].  

[In this paragraph, briefly explain the circumstances surrounding the 

decision and express your disagreement with it. Include any relevant 

details to support your case.]  

I would like to present the following points for your consideration:  

1. [First Point - Describe any relevant details, evidence, or changes in 

circumstances that support your case.]  

2. [Second Point - Add another piece of information that strengthens your 

appeal.]  

3. [Third Point - Include any additional details that can help clarify 

your situation.]  

I respectfully request that you reconsider my case based on the outlined 

points. I believe that [provide a brief conclusion summarizing your 

appeal and what you are hoping to achieve].  

Thank you for taking the time to review my appeal. I appreciate your 

consideration and look forward to your response.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


