
Quality Assurance Inquiry 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

Subject: Inquiry on Training Effectiveness Analysis 

We hope this message finds you well. As part of our ongoing commitment to quality assurance, 

we are currently analyzing the effectiveness of our training programs. To support this effort, we 

kindly request your insights and feedback regarding the training sessions conducted over the past 

year. 

Specifically, we would appreciate your input on the following areas: 

• Relevance of training content to job performance 

• Participant engagement and satisfaction 

• Improvements observed in skills and knowledge Application 

• Suggestions for enhancing future training sessions 

Your feedback is invaluable to us in ensuring our training programs align with our quality 

objectives and support our staff's professional development. 

Please feel free to reach out to me directly at [Your Email] or [Your Phone Number] if you have 

any questions or require further information. We look forward to your response. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


