
Official Letter to Government

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient’s Name]

[Recipient’s Title]

[Department or Agency Name]

[Office Address]

[City, State, Zip Code]

Subject: Request for [Specific Action, Information, etc.]

Dear [Mr./Ms.] [Last Name],

I am writing to you as a [your position or role, e.g., concerned citizen, representative of

a specific group] regarding [briefly state the purpose, e.g., a specific issue, policy, or

question you have].

[In the body, provide a clear and detailed explanation of the issue or request. Include

specific details such as relevant dates, previous communications, or references to

specific laws or regulations if applicable. Make sure each point is clear and supported

by facts to help the recipient understand your position or need.]

I would appreciate your assistance in [clearly state what you need or hope to achieve,

e.g., resolving an issue, obtaining information, etc.]. I believe that [mention any potential

positive outcomes or reasons for urgency, if applicable].
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Thank you for your attention to this matter. I am looking forward to your prompt

response. Please feel free to contact me at [your phone number] or [your email address]

should you need further information or to discuss this further.

Sincerely,

[Your Signature (if sending a hard copy)]

[Your Printed Name]
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