Andrew Monk
123 Main Street, San Francisco, CA 94122
Home : 415-555-0000 Cell: 415-555-0000
email@example.com

Dear Ms. Doctor,
We have spoken several times over the last few days and I would like to express my appreciation for your time and patience. I am writing this termination appeal letter as we agreed so that an official review can begin.
As you know I was with Linden Insurance for seven years. Up to the point of termination I had believed my performance was not a problem even though I was aware the department was concerned about the dramatic slump in my sales over the last 18 months. My supervisor insisted there were no worries that previous week and seemed as surprised as me about the termination. The letter did not detail the reason for my release. I have spoken to several of your colleagues in Human Resources but have not been able to get concrete information about this decision.
Thank you for agreeing to look into this on my behalf. I found my position at Linden a perfect fit. As the sole provider for my family I certainly need the income but honestly I would rather work at Linden than anywhere else.

Respectfully,
Andrew Monk
