
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Response to VQA Submission  

I hope this message finds you well.  

[Begin with a brief introduction where you acknowledge the receipt of the 

VQA and express appreciation for the opportunity to respond.] 

[In the next paragraph, provide a detailed response to the specific 

points/questions raised in the VQA, ensuring clarity and conciseness.] 

[Follow up with any additional information that supports your response or 

addresses potential concerns.] 

[Conclude the letter by expressing your willingness to discuss further or 

provide more information if needed.] 

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

reply.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Contact Information] 


