
**KQM Letter Writing Template** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

**Subject: [Subject of the Letter]** 

**Key Point:**  

[State the main issue or point clearly and concisely. This should capture 

the essence of your letter in one or two sentences.] 

**Question:**  

[Pose a relevant question or inquiry related to the key point. This helps 

to engage the recipient and shows your interest in understanding or 

resolving the situation.] 

**Message:**  

[Provide further details about the key point and question. Explain the 

context, share relevant experiences, and express your thoughts or 

feelings. Keep it structured and easy to follow.] 

**Conclusion:**  

[Summarize your points and reiterate the importance of the recipient's 

response or action. Thank them for their attention and express hope for a 

prompt reply.] 

Sincerely,  

[Your Name]  

[Your Position/Title if applicable] 


