
Quality Assurance Input Gathering 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Quality Assurance Input Gathering for Project [Project Name] 

Dear Team, 

As we progress with our project [Project Name], it is essential to gather quality assurance inputs 

from all team members to ensure the highest standards of our deliverables. Your insights and 

feedback are invaluable in the QA process. 

Key Areas for Input: 

• Product Functionality 

• User Experience 

• Defect Reporting 

• Testing Strategies 

• Compliance with Standards 

Please share your inputs by [Insert Deadline] so we can incorporate them into our quality 

assurance processes. You can reply to this email or fill out the attached document. 

Thank you for your collaboration and commitment to quality. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


