
**ZQI Letter Format Template** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introduction: Clearly state the purpose of the letter. Include any 

relevant background information.] 

[Body Paragraph 1: Provide detailed information or context related to the 

purpose of the letter. This may include data, observations, or specific 

cases relevant to the ZQI.] 

[Body Paragraph 2: Discuss implications, recommendations, or requests 

pertaining to the ZQI findings. Include any supporting evidence or 

examples.] 

[Conclusion: Summarize the key points discussed and restate any requests 

or actions needed. Express appreciation for the recipient's attention to 

the matter.] 

Sincerely,  

[Your Name]  

[Your Title/Position if applicable]  

[Attachments: If applicable, list any documents attached to the letter.] 


