
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: DQP Request  

I hope this letter finds you well. I am writing to formally request a 

Data Quality Plan (DQP) for [specific project or purpose]. The DQP is 

essential for ensuring data integrity and meeting compliance 

requirements. 

Please include the following information in the DQP:  

1. Objectives of the Data Quality Plan  

2. Data Quality Metrics to be used  

3. Data Collection Methods  

4. Data Quality Assessment and Reporting Procedures  

5. Roles and Responsibilities  

I appreciate your attention to this matter and look forward to your 

prompt response.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company/Organization, if applicable]  

[Attachment: Any additional documents, if necessary] 


