
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[Recipient City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Response to VQD [VQD Reference Number] 

I hope this message finds you well. I am writing to respond to your 

recent inquiry regarding the VQD submitted on [date of VQD submission].  

[Provide a brief overview of your response, addressing the key points 

raised in the VQD. Be clear and concise in your explanations.] 

In summary, [reiterate the main points of your response, alongside any 

necessary actions or next steps that may need to be taken].  

Thank you for bringing this matter to our attention. If you have any 

further questions or require additional information, please feel free to 

reach out. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization] 


