Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request assistance following the
recent incident that occurred on [insert date of incident]. As a result of this incident, [briefly
explain the situation and how it has affected you or your organization].

In light of the circumstances, | am seeking your support in [specify the type of assistance needed,
e.g., resources, guidance, funding, etc.]. Your expertise and resources would be invaluable in
helping us recover and move forward.

If possible, I would appreciate the opportunity to discuss this matter further. Please let me know
a convenient time for you, and | would be happy to accommodate your schedule.

Thank you for considering my request. | look forward to your positive response.

Sincerely,

[Your Name]



