
[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: QA Testing Requirements for [Project Name]  

I hope this message finds you well.  

I am writing to outline the QA testing requirements for the upcoming 

[Project Name]. Ensuring the quality and performance of our product is 

paramount, and I would like to detail the key requirements that our QA 

team will follow during the testing phase.  

1. **Objectives**  

 - [Briefly describe the primary objectives of the QA testing] 

2. **Testing Types**  

 - [List the types of testing required, e.g., Functional, Regression, 

Performance, etc.] 

3. **Testing Environment**  

 - [Describe the required testing environment, including hardware and 

software specifications] 

4. **Test Cases**  

 - [Specify how test cases will be created and managed] 

5. **Defect Tracking**  

 - [Outline the process for defect identification and tracking] 

6. **Reporting**  

 - [Detail how testing results will be reported, frequency, and format] 

7. **Timeline**  

 - [Include a timeline for the QA testing phase] 

8. **Resources Needed**  

 - [List any specific resources or tools required for testing] 

Your insights and cooperation will be invaluable in helping us achieve a 

successful testing phase. Please feel free to reach out if you have any 

questions or need further clarifications. 

Thank you for your attention to this matter. I look forward to your 

feedback. 

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company] 


