
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Request for QR Code  

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

code for [specific purpose, e.g., an event, application, business card]. 

The code will serve [brief explanation of how the QR code will be used 

and its importance].  

Details for the QR code:  

- Purpose: [Describe purpose]  

- Content: [Specify content to be encoded, e.g., URL, contact 

information]  

- Deadline: [If applicable, state the deadline for receiving the QR code]  

I appreciate your assistance in this matter and look forward to your 

prompt response. Should you need any more information, please feel free 

to contact me.  

Thank you for your attention to this request.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position (if applicable)] 


