01/01/2010

Department of Veterans Affairs
Regional Office
1234 Anywhere Street
VA City, VA State
ZIP 09876-4321

Reference:  Your Name
Relevant Numbers

Dear Sir/Madame:


I am writing you to… (request an increase in my existing benefit, OR tell you that this is my Notice of Disagreement with a decision, OR advise you that I have added a dependent through marriage or childbirth, OR make an additional claim OR ask for a personal hearing, OR request a copy of my folder, OR whatever issue you need to resolve).
	Include your name and a reference number (most often your SSN) on each page. If your letter will run more than 2 pages, label each page as "Page 1 of 3", etc. 

Write the letter in your own words. Include all of the details that you think are important while remembering that the person who will read your letter has limited time. Remember that any letter longer than 2 or 3 pages probably won’t be read as carefully as a shorter letter.
If you are submitting evidence or other papers, list each enclosed document here, in the body of your letter.

Make your points briefly and clearly.  Then close your document courteously and professionally.





Thank you for your kind consideration of my request.

Respectfully submitted,

Signature

Your Name
Address
Email Address
Telephone Number(s)
