
[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 Submission  

I am writing to formally submit my PQP (project quality plan) for 

[Project Name] as per the guidelines provided. The attached document 

outlines the objectives, scope, quality assurance processes, and other 

essential elements to ensure the project's success. 

[Briefly summarize key aspects of the PQP, if necessary.] 

Please review the document at your earliest convenience. I look forward 

to your feedback and am available for any discussions or clarifications 

needed. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Company/Organization Name] 


