
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Submission for QKA Review  

I hope this letter finds you well. I am writing to formally submit my 

application/portfolio for the QKA program. Attached to this letter, you 

will find all required documents and materials as per the submission 

guidelines.  

**1. Purpose of the Submission**  

[Briefly explain the purpose of your QKA submission and what you hope to 

achieve through it.]  

**2. Background Information**  

[Provide a brief background about yourself or your organization, 

including relevant qualifications, experiences, or accomplishments that 

relate to the QKA program.]  

**3. Submission Details**  

- **Document 1:** [Title/Description of the document]  

- **Document 2:** [Title/Description of the document]  

- **Document 3:** [Title/Description of the document]  

[Continue the list as necessary, making sure to clearly outline each 

document you are submitting.]  

**4. Conclusion**  

I appreciate your consideration of my QKA submission. I am looking 

forward to the opportunity to contribute and am more than willing to 

provide any additional information if required.  

Thank you for your time and attention.  

Sincerely,  

[Your Name]  

[Your Job Title/Position]  

[Your Organization Name, if applicable] 


