
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Subject: Quality Control Inspection Results  

Dear [Recipient Name],  

We are writing to inform you of the results of the quality control 

inspection conducted on [date of inspection] regarding [brief description 

of the product or service inspected].  

During the inspection, the following observations were made:  

1. **Item/Aspect Inspected**: [Description of findings, e.g., compliance 

with specifications, defects found, etc.]  

2. **Item/Aspect Inspected**: [Description of findings]  

3. **Item/Aspect Inspected**: [Description of findings]  

Based on the inspection, we have identified the following issues that 

need to be addressed:  

- [Issue 1: Description and proposed solutions]  

- [Issue 2: Description and proposed solutions]  

We recommend corrective actions to ensure compliance with our quality 

standards and maintain the integrity of products/services supplied. A 

follow-up inspection is suggested on [proposed date] to verify the 

implementation of the aforementioned corrective actions.  

Thank you for your attention to this matter. Should you have any 

questions or require further details, please do not hesitate to contact 

us at [your contact information].  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


