[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request assistance regarding the
benefits available for individuals who have recently experienced job loss. My name is [Your
Name], and | was employed at [Your Previous Company Name] until [Date of Job Loss]. Due to
[brief explanation of circumstances leading to job loss], I am now seeking guidance on how to
access the appropriate benefits during this challenging time.

| would greatly appreciate any information or resources you can provide that will help me
understand my options. Additionally, if there are specific forms or documentation that I need to
complete, please let me know.

Thank you for your time and consideration. | look forward to your prompt response.

Sincerely,

[Your Name]



