
[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],  

I hope this letter finds you well. I am writing to [state the purpose of 

the letter clearly and concisely].  

[Paragraph detailing your qualifications and experience related to the 

QKA (Qualified 401(k) Administrator) certification. Include relevant 

background, skills, and any specific achievements that showcase your 

expertise.]  

[Additional paragraph discussing your thoughts on the industry, any 

pressing issues, or your perspectives on best practices in retirement 

plan administration.]  

I appreciate your consideration and look forward to the opportunity to 

discuss [any specific proposals, collaboration, or further steps].  

Thank you for your time.  

Sincerely,  

[Your Name] 


