
[Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

Dear [Recipient Name],  

Subject: QA Testing Status Update 

I hope this message finds you well. I am writing to provide an update on 

the current status of the QA testing activities for [Project 

Name/Software Version]. 

**1. Testing Overview**  

- Testing Start Date: [Start Date]  

- Current Phase: [Phase, e.g., Functional Testing, Regression Testing]  

- Total Test Cases: [Total Number]  

- Test Cases Executed: [Executed Number]  

- Pass Rate: [Pass Rate Percentage]  

**2. Key Findings**  

- **Critical Issues:** [Number of critical issues, brief description]  

- **Major Issues:** [Number of major issues, brief description]  

- **Minor Issues:** [Number of minor issues, brief description]  

**3. Next Steps**  

- Target date for issue resolution: [Target Date]  

- Planned Testing Activities: [Activities planned in the next phase]  

- Other considerations: [Any additional points]  

**4. Conclusion**  

In summary, we are making good progress on the QA testing efforts. Our 

team is focused on addressing the outstanding issues promptly to ensure a 

successful release.  

Please let me know if you have any questions or require further details.  

Best Regards,  

[Your Name]  

[Your Position]  

[Your Company] 


