
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: PQP Request  

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

PQP (Product Quality Plan) for [specific product or project name] that we 

are currently developing.  

As we strive to meet our project's objectives and ensure quality 

assurance, obtaining the PQP will be essential for our compliance and 

quality control processes. The details regarding our project are as 

follows: 

- **Project Name:** [Project Name] 

- **Timeline:** [Start Date] to [End Date] 

- **Involved Departments:** [Department Names] 

We believe that your expertise and resources in providing the PQP will 

significantly aid in our project's success. We kindly ask you to provide 

the PQP by [specific deadline, if applicable] to facilitate our timeline. 

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

response. 

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


