
Decision Letter 

Date: [Insert Date] 

Recipient Name: [Insert Recipient Name] 

Recipient Address: [Insert Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you of the decision regarding your application for services with 

[Agency Name]. After careful review of your application and the supporting documentation, we 

have reached the following conclusion: 

Decision: 

[Accepted/Denied/Required Additional Information] 

Details: 

[Provide detailed explanation of the decision, including reasons for acceptance or denial, and any 

relevant policy references.] 

Next Steps: 

If your application was accepted, please follow these steps: [List any necessary actions]. 

If your application was denied, you have the right to appeal this decision. Please refer to the 

enclosed appeal process documentation for further instructions. 

Thank you for your interest in our services. If you have any questions or require further 

assistance, please do not hesitate to contact us at [Agency Contact Information]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Agency Name] 

[Agency Contact Information] 


