
**KQDS Letter Structure Example** 

--- 

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

**Date:** [Insert Date] 

**To:** [Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

**From:** [Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

--- 

**Greeting:**  

Dear [Recipient Name], 

--- 

**Opening Paragraph:**  

[Introduce the purpose of the letter. Explain why you are writing and 

provide a brief overview of the issue at hand.] 

--- 

**Key Points:**  

1. **Key Point 1:** [Detail the first key point or issue. Provide 

supporting information or data.]  

2. **Key Point 2:** [Detail the second key point or issue. Provide 

supporting information or data.]  

3. **Key Point 3:** [Detail the third key point or issue. Provide 

supporting information or data.] 

--- 

**Discussion:**  

[Provide a more in-depth discussion of the points made above, using 

logical reasoning and relevant examples to support your arguments.] 

--- 

**Summary/Conclusion:**  

[Summarize the key points made and the importance of addressing the 

issues discussed. Clearly state any requests or calls to action.] 

--- 

**Closing:**  

Thank you for your attention to this matter. I look forward to your 

response. 

--- 

**Sincerely,**  

[Your Name]  

[Your Title]  

[Your Contact Information] 

--- 


