
Quality Assurance Feedback on Training Requirements 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Feedback on Training Requirements 

Dear [Recipient's Name], 

I hope this message finds you well. Following our recent quality assurance review, I would like 

to provide feedback regarding the training requirements that have been identified for our team. 

1. Training Needs Assessment 

It has been observed that there is a need for enhanced training in the following areas: 

• [Training Area 1] 

• [Training Area 2] 

• [Training Area 3] 

2. Recommended Training Programs 

I recommend the following training programs to address these needs: 

• [Program/Event 1] 

• [Program/Event 2] 

• [Program/Event 3] 

3. Expected Outcomes 

By implementing these training programs, we expect to see improvements in: 

• [Outcome 1] 

• [Outcome 2] 

• [Outcome 3] 

Please feel free to reach out if you have any questions or require further clarification. I appreciate 

your attention to this matter and look forward to the positive impact these training initiatives will 

have on our team's performance. 

Best regards, 



[Your Name] 

[Your Job Title] 

[Your Contact Information] 


