
Software Testing and Quality Assurance 

Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Software Testing and Quality Assurance Update 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide you with an update on the current 

progress in our software testing and quality assurance efforts. 

Testing Progress 

• Completed test cases: [Number] 

• Test cases in progress: [Number] 

• Pending test cases: [Number] 

Quality Assurance Metrics 

• Defects identified: [Number] 

• Defects fixed: [Number] 

• Defect leakage rate: [Percentage] 

Upcoming Milestones 

• Completion of current testing phase: [Date] 

• Next review meeting: [Date] 

We appreciate your continuous support and look forward to ensuring the highest quality in our 

software products. If you have any questions or require further information, please feel free to 

reach out. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


