
QA Testing Phase Stakeholder Briefing 

Date: [Insert Date] 

To: [Stakeholder's Name] 

From: [Your Name] 

Subject: QA Testing Phase Updates and Briefing 

Dear [Stakeholder's Name], 

I hope this message finds you well. As we progress through the QA testing phase of the [Project 

Name], I would like to provide you with an update and invite you to a briefing session to discuss 

key findings and next steps. 

Agenda for the Briefing: 

• Overview of Testing Objectives 

• Summary of Test Cases Executed 

• Key Findings and Defects Identified 

• Risk Assessment and Mitigation Strategies 

• Next Steps and Action Items 

Please let me know your availability for a meeting next week. Your input is invaluable in 

ensuring the success of this project. 

Thank you for your attention, and I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


