
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Verification of Qualifications Query (VQQ)  

I hope this message finds you well. We are reaching out to you as part of 

our outreach campaign focused on [insert purpose of campaign, e.g., 

industry partnerships, collaboration opportunities, etc.].  

As part of our effort to [insert goal of outreach, e.g., enhance our 

services, develop new partnerships], we would like to confirm your 

organization's qualifications and capabilities in [specific area of 

interest].  

To facilitate this, we kindly request the following information:  

1. [Request for specific document or information]  

2. [Request for specific document or information]  

3. [Request for specific document or information]  

Your feedback is crucial for us, and we assure you that all information 

collected will be kept confidential and used solely for the purpose of 

this outreach campaign.  

Please feel free to contact me directly at [your phone number] or [your 

email address] should you have any questions or require further 

information.  

Thank you for your attention to this matter, and we look forward to your 

prompt response.  

Warm regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


