

[Insert date]
Chief, Prevention Division
Commander, [number] Coast Guard District
[Insert street address]
[Insert City, State, Zip]
Dear Captain [insert name],
SUBJECT:  Request for Appeal  to Commandant from [number] District Decision
1.  I received your letter dated [insert date] denying my request for appeal from your decision regarding [insert issue].  I request to appeal to the next higher authority.   Please forward my appeals request package to the Commandant for final agency review and determination.
2. [If applicable, include any new additional supporting information here and/or as enclosure]
3. [Provide contact information]
Sincerely,
[Insert name]
[Insert title]
