
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Response to HQ Request  

I hope this message finds you well. I am writing to respond to your 

request dated [insert date of request] regarding [briefly mention the 

topic or purpose of the request].  

[In this paragraph, provide a detailed response to the request, including 

any relevant information, data, or results that have been gathered.]  

We appreciate your initiative in [mention any specific positive aspect of 

their request], and we are committed to supporting [the company's goals, 

objectives, or project] through our collaboration.  

If you require any further information or clarification, please feel free 

to reach out. I look forward to your feedback and continuing our work 

together.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


