
Quality Assurance Follow-Up 

Date: [Insert Date] 

To: [Recipient Name] 

Company: [Recipient Company] 

Address: [Recipient Address] 

From: [Your Name] 

Company: [Your Company] 

Address: [Your Address] 

Subject: Follow-Up on Quality Assurance for Construction Work 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to follow up on the quality assurance 

inspections conducted on [Project Name] at [Project Location] on [Inspection Date]. 

We appreciate your cooperation and attention to detail during the inspection process. Here are 

the key points that were discussed: 

• Compliance with specified standards 

• Identified issues and recommendations 

• Action items with deadlines 

We would like to ensure that all identified issues are addressed effectively. Please provide us 

with an update on the status of the action items by [Due Date]. Your prompt response will be 

greatly appreciated. 

Thank you for your commitment to maintaining high-quality standards in our project. If you 

have any questions or require further clarification, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


