
**TQW Letter Writing Template Example** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

**Subject: [Brief Description of the Purpose of the Letter]**  

I hope this letter finds you well. I am writing to you regarding 

[specific issue or topic] and to [state your purpose - request, inform, 

respond, etc.].  

**[T - Topic]**  

Begin with a clear statement of the topic you wish to address. Provide 

context and background information that is necessary for the reader to 

understand your message.  

**[Q - Question or Quote]**  

Pose a question related to the topic or include a relevant quote. This 

serves to engage the reader and encourage them to think about the matter 

at hand.  

**[W - What You Want]**  

Clearly articulate what you are asking for or what you hope to achieve 

with this letter. Be direct and concise to avoid confusion.  

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

response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Contact Information] 


