
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for VQD  

I hope this letter finds you well. I am writing to formally request a 

Verification of Qualification Document (VQD) for [specific purpose, e.g., 

job application, certification, etc.].  

[Briefly explain the reason for requesting the VQD and any relevant 

details, such as deadlines or specific requirements.]  

I appreciate your assistance in providing this document at your earliest 

convenience. If you need any additional information or documents from my 

end, please feel free to reach out.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Company, if applicable] 


