
Letter of Appeal 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request access to the company policy 

manuals that outline the organizational policies and procedures relevant to my role and 

responsibilities within [Company Name]. 

As an employee committed to upholding the standards and expectations of our organization, 

having access to these documents is essential for ensuring compliance and enabling me to 

perform my duties effectively. Understanding the comprehensive company policies will also aid 

in fostering transparency and informed decision-making within my team. 

While I acknowledge the concerns that may come with sharing sensitive information, I assure 

you that my intention is solely to align with company protocols and contribute positively to our 

workplace environment. 

I appreciate your attention to this matter and hope for a favorable consideration of my request. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 


