
[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 Request for [Project/Feature Name] 

I hope this message finds you well. I am writing to formally request 

Quality Assurance (QA) testing for the [specific project/feature name] 

that is set to be released on [release date]. 

The objectives of the QA testing are as follows:  

1. To identify and rectify any bugs or issues.  

2. To ensure all functionalities work as intended.  

3. To verify compatibility across different devices and environments.  

The scope of testing includes [briefly outline key areas to be tested, 

e.g., functionality, performance, security, etc.]. We anticipate that 

testing will require [expected duration of testing, e.g., 2 weeks], 

starting from [proposed start date]. 

Please let me know if you require any additional information or if there 

are forms/procedures to follow to initiate this request. Your assistance 

in this matter would be greatly appreciated to ensure a successful 

deployment. 

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

prompt response. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company] 


