
Letter of Assurance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We appreciate your partnership and the recent inspection conducted on [Insert Inspection Date]. 

We have reviewed the findings and acknowledge the quality issues identified in the inspection 

report. 

We take these matters seriously, and we are committed to rectifying the concerns raised. Our 

team has already initiated a plan to address these issues, which includes: 

• Assessing the root causes of the quality failures. 

• Implementing corrective measures to ensure compliance with quality standards. 

• Scheduling a follow-up inspection on [Insert Follow-up Date] to verify the 

improvements. 

We are dedicated to maintaining the highest quality standards and appreciate your understanding 

as we work to resolve these matters promptly. 

If you have any questions or require further information, please do not hesitate to contact me 

directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 


