
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for QHS Benefits Service  

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

information regarding the QHS benefits services available to me. As a 

[your position or relation to the company], I am keen to understand the 

benefits I am entitled to and how to access them effectively.  

[Briefly explain your situation and any relevant details that support 

your request.]  

I would appreciate any guidance or information you could provide 

regarding the following:  

1. [Specific benefit or service inquiry]  

2. [Another benefit or service inquiry]  

3. [Any additional questions you may have]  

Please let me know if you require any further information from my side to 

process this request. Thank you for your assistance. I look forward to 

your prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title (if applicable)] 


