
Letter of Appeal 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Subject: Appeal Against Disciplinary Decision 

Dear [Recipient's Name], 

I am writing to formally appeal the disciplinary decision made against me on [insert date of 

decision]. I understand that the decision was based on [briefly state the reason for the 

disciplinary action], but I believe that there are extenuating circumstances that warrant 

reconsideration. 

[Provide a brief explanation of your perspective on the situation. Include any relevant facts, 

evidence, or witnesses that support your case.] 

I have always valued my position and have worked hard to maintain a positive standing within 

the organization. I am committed to correcting any misunderstandings and fulfilling my 

responsibilities to the best of my abilities. 

I kindly request that you review my case in light of the information provided. I am hopeful for a 

resolution that reflects fairness and understanding. 

Thank you for your attention to this matter. I look forward to your prompt response. 



Sincerely, 

[Your Name] 


