Quality Assurance Review Letter

Date: [Insert Date]

To: [Recipient's Name]

Project: [Project Name]

Project Number: [Project Number]
From: [Your Name]

Position: [Your Position]

Company: [Your Company]

Dear [Recipient's Name],

We are writing to provide you with the results of the quality assurance review conducted for the
[Project Name] on [Review Date]. This review aimed to assess compliance with project
specifications and standards set forth in the project plan.

The review included the following components:
o Documentation Review: Analyzed project documents and specifications.
o Site Inspection: Conducted a physical inspection of the site and materials.
e Interviews: Engaged with project team members regarding quality practices.
Key findings from the review are:
1. [Finding 1]
2. [Finding 2]
3. [Finding 3]
Based on the findings, we recommend the following actions:
e [Recommendation 1]
e [Recommendation 2]

e [Recommendation 3]

Please feel free to contact us if you have any questions or require further information regarding
this review.



Thank you for your attention to these matters.
Sincerely,

[Your Name]

[Your Position]

[Your Company]



