[Your Name]
[Your Address Line 1]
[Your Address Line 2]


[Recipient Name]
[Recipient Address Line 1]
[Recipient Address Line 2]


[Date]

Subject: [Short description of the issue]

Greeting:
Dear [Name / Sir or Madam],

Paragraph 1:
[State the purpose of your letter — why you are writing.]
Paragraph 2:
[Describe the issue — include dates, facts, references, evidence.]
Paragraph 3:
[Explain the impact and state the resolution you are requesting.]

Closing:
Sincerely,
[Your Name]
[Signature if required]

