
Quality Assurance Report 

Project Name: [Project Name] 

Date: [Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Construction Quality Assurance Reporting Procedures 

Dear [Recipient Name], 

This letter serves to outline the Construction Quality Assurance Reporting Procedures relevant to 

the [Project Name]. The objective of this report is to ensure compliance with quality assurance 

standards and to document any discrepancies found during the construction process. 

1. Quality Assurance Procedures 

All construction activities will be monitored and assessed against the following criteria: 

• Materials verification 

• Workmanship quality 

• Compliance with specifications 

• Health and safety regulations 

2. Reporting Schedule 

Quality assurance reports will be generated and submitted as follows: 

• Daily reports: Submit by 5 PM daily 

• Weekly summaries: Submit every Friday by 12 PM 

• Monthly assessments: Submit on the last day of each month 

3. Incident Reporting 

In the event of any discrepancies or incidents: 

• Report immediately to the project manager 

• Document the incident in the Quality Assurance log 

• Submit a formal incident report within 24 hours 

4. Follow-up Actions 



Follow-up actions will be determined based on the findings of the reports. This may include: 

• Reassessment of construction practices 

• Additional training for personnel 

• Corrective action plans 

Please acknowledge the receipt of this report and confirm your understanding of the procedures 

outlined above. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


