
Quality Assurance Standards Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are writing to inform you that a review of our quality assurance standards will be conducted 

on [Insert Date]. This review is part of our ongoing commitment to maintaining and enhancing 

the quality of our processes and products. 

The objectives of the review are as follows: 

• Evaluate current quality assurance practices. 

• Identify areas for improvement. 

• Ensure compliance with industry standards. 

Your input is vital to this process, and we would appreciate your participation. We request that 

you prepare any necessary documentation and be available for feedback sessions. 

Thank you for your cooperation and continued commitment to quality assurance. Please feel free 

to reach out if you have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


