
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Request for RQP (Requisite Qualification & Proficiency)  

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

Requisite Qualification & Proficiency (RQP) pertaining to [specific 

details related to your request].  

[Provide a brief background regarding your request, including any 

relevant details such as project names, timelines, and any previous 

communication or agreements related to this topic.]  

Given the importance of this matter, I kindly ask for your assistance in 

providing the necessary documents and confirmations by [specific 

deadline, if applicable]. This will greatly aid in the progression of 

[mention the project or purpose briefly].  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Organization, if applicable] 


