
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: Announcement of Quality Assurance Testing  

We are pleased to announce that [Your Company Name] will be conducting 

quality assurance testing for [specific product/service] from [start 

date] to [end date]. This initiative aims to ensure that our offerings 

maintain the highest standards of quality and performance.  

During this testing period, we will be [briefly describe procedures, 

objectives, and any impacts on customers]. We appreciate your cooperation 

and commitment to maintaining excellence in our products/services.  

If you have any questions or require further information, please do not 

hesitate to contact us at [contact information].  

Thank you for your attention and support.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


