
[Your Company Letterhead]  

[Date] 

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

Subject: Quality Assurance Inspection Report 

We are pleased to inform you that a quality assurance inspection was 

conducted on [date of inspection] at [location of inspection]. The 

purpose of this inspection was to evaluate [brief description of what was 

inspected]. 

During the inspection, the following areas were assessed: 

1. [Area 1] - [Brief description] 

2. [Area 2] - [Brief description] 

3. [Area 3] - [Brief description] 

Our findings indicate that [summary of findings, e.g., areas meeting 

standards, areas needing improvement].  

Recommendations for improvement: 

- [Recommendation 1] 

- [Recommendation 2] 

- [Recommendation 3] 

We appreciate your prompt attention to the highlighted issues and look 

forward to your response regarding the implementation of the recommended 

actions. For further clarification or discussion, feel free to contact us 

at [your phone number] or [your email address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information]  

[Attachment: Inspection Report] 


