
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Department Name] 

[State Department Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally express my concerns regarding specific procedural issues that have 

arisen within the [specific department/program] of the State Department. My experience on 

[date] has raised several points that I believe require immediate attention and action. 

Firstly, [describe the first procedural concern in detail]. This incident not only caused [impact of 

the concern] but also raises questions about the adherence to established protocols. 

Secondly, [describe the second procedural concern]. This situation further exemplifies the need 

for a review of the processes that guide [specific aspect of the department's operations]. 

I believe it is crucial for the integrity of the State Department that these issues are addressed 

promptly and thoroughly. I request that you investigate these concerns and provide feedback 

regarding the steps that will be taken to resolve them. 

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

Sincerely, 

[Your Name] 


