
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: NQF Status Change Request  

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

change in the NQF status for [specific item or qualification name, 

including reference number if applicable].  

[Provide a brief explanation of the current status and the reason for the 

requested change. Include any pertinent details, such as any relevant 

documentation or evidence supporting the request. Be clear and concise.]  

I believe that the proposed change will [explain the benefits or positive 

outcomes associated with the change].  

Thank you for considering my request. I look forward to your prompt 

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


