
Quality Assurance Audit Notification 

Date: [Insert Date] 

To: [Insert Recipient Name] 

Position: [Insert Recipient Position] 

Institution: [Insert Institution Name] 

Address: [Insert Institution Address] 

Dear [Recipient Name], 

This letter serves to inform you that a quality assurance audit will be conducted at [Insert 

Institution Name] on [Insert Date of Audit]. The purpose of this audit is to evaluate the 

effectiveness of the current educational programs and ensure compliance with the established 

quality standards. 

The audit will include, but is not limited to, the following areas: 

• Curriculum Evaluation 

• Faculty Qualifications 

• Student Services 

• Facility Standards 

• Assessment and Evaluation Processes 

Please ensure that all relevant documentation is prepared and accessible for review during this 

period. We appreciate your cooperation and commitment to maintaining high-quality educational 

standards. 

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

[Insert Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


