
Quality Assurance Assessment Inquiry 

Date: [Insert Date] 

To, 

[Project Manager's Name] 

[Company/Organization Name] 

[Address] 

Dear [Project Manager's Name], 

We are conducting a quality assurance assessment for the [Project Name] and would like to 

gather information regarding various aspects of the project's quality management. Your insights 

as the Project Manager are invaluable to this process. 

We kindly request your assistance in providing details related to: 

• Quality objectives and standards set for the project. 

• Quality assurance methodologies and tools used. 

• Results from any recent quality assessments or audits. 

• Measures taken to address identified quality issues. 

• Training and resources provided to the team concerning quality management. 

We aim to compile a comprehensive report which will guide our continuous improvement 

efforts. Please provide your response by [Insert Deadline]. If you have any questions or require 

further clarification, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Contact Information] 


