
**Subject:** JQL Query Letter Layout Tips 

--- 

**[Your Name]**  

**[Your Address]**  

**[City, State, Zip Code]**  

**[Email Address]**  

**[Date]** 

--- 

**[Recipient Name]**  

**[Recipient Title/Department]**  

**[Company/Organization Name]**  

**[Company Address]**  

**[City, State, Zip Code]** 

--- 

Dear [Recipient Name], 

**Introduction:**  

- Clearly state the purpose of your letter.  

- Briefly introduce the JQL query you are discussing. 

--- 

**Body:**  

- **Section 1: Overview of JQL Query**  

 - Explain what JQL (Jira Query Language) is and its significance.  

 - Mention the specific query you will be addressing. 

- **Section 2: Layout Best Practices**  

 - Use clear and consistent formatting (e.g., indentation for nested 

queries).  

 - Include comments for segments of the query for clarity.  

 - Highlight any important functions or JQL keywords. 

- **Section 3: Example Queries**  

 - Provide structured examples of JQL queries with explanations of each 

part.  

 - Offer troubleshooting tips for common issues. 

--- 

**Conclusion:**  

- Summarize key points or insights.  

- Encourage further discussion or questions related to JQL queries. 

--- 

Thank you for considering these tips on JQL query layout. I look forward 

to your feedback. 

Sincerely,  

**[Your Name]**  

**[Your Position]**  

**[Your Company]**  

**[Your Phone Number]**  

**[Your Email]** 

---  

**Attachments:** [If applicable, list any attachments like sample queries 

or additional resources.] 


