
Quality Assurance Audit Preparation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Quality Assurance Critiques for Upcoming Audit 

Dear [Recipient Name], 

As part of our preparation for the upcoming quality assurance audit scheduled for [Insert Date], I 

have compiled a list of critiques and areas for improvement based on our recent evaluations. 

These insights are crucial for enhancing our processes and ensuring compliance with the required 

standards: 

1. Documentation Review 

It was observed that several key documents were either missing or outdated. Please ensure that 

all documentation is current and readily available for review. 

2. Process Compliance 

Some processes were not being adhered to according to the established protocols. I recommend 

conducting a training session to reinforce compliance requirements. 

3. Data Accuracy 

There were discrepancies noted in the data entry which could potentially lead to incorrect 

analysis. It is important to implement additional checks to ensure data integrity. 

4. Employee Training 

Feedback suggests a need for further training on quality assurance standards. Consider 

scheduling regular refresher courses for all team members. 

5. Feedback Mechanism 

Enhancing our feedback mechanism will facilitate more effective communication of issues and 

improvement suggestions from the team. 



Please review the above points and let me know your thoughts. I believe addressing these 

critiques can significantly enhance our audit outcomes and overall quality assurance efforts. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


