
Police Station Letter Format - Sample Format 
 

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

[Officer's Name or Police Station Name]​
[Police Station Address]​
[City, State, Zip Code] 

Dear [Officer's Name or Police Station Name], 

Subject: Request for Assistance/Report/Follow-Up [Specify the purpose if applicable] 

I hope this letter finds you well. I am writing to bring to your attention [briefly explain the reason 
for writing the letter, e.g., an incident, complaint, request for assistance, etc.]. I believe that your 
intervention or support is necessary to address this matter effectively. 

[Provide detailed information about the incident, complaint, or request, including relevant dates, 
times, locations, and any other pertinent details. Be clear and concise in your description.] 

[If applicable, mention any supporting documents or evidence you have, such as photographs, 
witness statements, or official documents.] 

I kindly request your prompt attention to this matter and any necessary action to resolve it. 
Please let me know if there is any additional information or documentation required from my end 
to assist in the process. 

Thank you for your attention to this matter. I trust that you will handle it with the utmost 
professionalism and diligence. 

Sincerely, 

[Your Name] 
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