
[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: Request for Qualification  

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

qualification materials related to [specific program, position, or 

certification] that your organization offers.  

[Briefly state your purpose for the request and any relevant background 

information about yourself.]  

I believe that obtaining this qualification will [explain how it aligns 

with your goals or the benefits it will provide].  

I would greatly appreciate any information you could provide on the 

eligibility criteria, application process, and deadlines.  

Thank you for your time and assistance. I look forward to your prompt 

response.  

Sincerely,  

[Your Name]  

[Your Job Title (if applicable)]  

[Your Company (if applicable)] 


