
Contractor Quality Assurance 

Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

Subject: Quality Assurance Documentation for [Project Name] 

We are pleased to provide you with the Quality Assurance Documentation for the [Project 

Name] in accordance with our contractual obligations and the quality control measures 

established for this project. 

1. Quality Assurance Objectives 

Our primary objective is to ensure that all work performed meets the specified requirements and 

standards set forth in the project specifications. 

2. Quality Control Procedures 

• Regular inspections and audits will be conducted. 

• Materials will be tested and verified for compliance. 

• Documentation of all quality control activities will be maintained. 

3. Roles and Responsibilities 

The following personnel will be responsible for the Quality Assurance Program: 

• [Name and Title] - Overall Quality Assurance Lead 

• [Name and Title] - Field Quality Inspector 

• [Name and Title] - Quality Control Coordinator 

4. Documentation 

The following documents are enclosed for your review: 

• Quality Assurance Plan 

• Inspection and Test Plans 



• Material Submittals 

We look forward to your feedback and continued collaboration to ensure the success of this 

project. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


