
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: QR Code Verification Request  

1. **Introduction**  

 - Briefly introduce yourself and state the purpose of the letter.  

2. **Details of Request**  

 - Explain the context in which the QR code is being used.  

 - Specify the need for verification (e.g., security, authenticity).  

3. **QR Code Information**  

 - Provide detailed information about the QR code (e.g., where it was 

generated, its intended use).  

4. **Attachments**  

 - List any attached documents that support your request (e.g., 

screenshots, related correspondence).  

5. **Conclusion**  

 - Thank the recipient for their attention to this matter.  

 - Provide your contact information for any follow-up.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


