[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[HR Manager's Name]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [HR Manager's Name],

| hope this message finds you well. I am writing to formally request your assistance regarding
[briefly specify the issue or support needed].

As you may be aware, [provide a brief explanation of the situation]. | believe that with your
expertise and support, we can effectively address this matter.

| would appreciate the opportunity to discuss this further at your earliest convenience. Please let
me know a suitable time for you, or I can adjust my schedule to fit yours.

Thank you for considering my request. | look forward to your prompt response.
Sincerely,

[Your Name]



