
**[Your Company Letterhead]**  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

**Subject: Response to Quality Assurance Concerns**  

Thank you for your feedback regarding [specific issue or concern]. We 

take quality assurance very seriously and appreciate the opportunity to 

address your concerns. 

1. **Introduction**  

 - Briefly restate the concern or issue raised. 

2. **Investigation**  

 - Outline the steps taken to investigate the issue. 

 - Mention any findings or observations. 

3. **Actions Taken**  

 - Describe the corrective actions implemented to resolve the issue. 

 - Include timelines for when these actions were taken. 

4. **Future Preventative Measures**  

 - Explain the measures being put in place to prevent a recurrence of the 

issue. 

5. **Conclusion**  

 - Express commitment to maintaining high standards of quality. 

 - Invite further communication if there are additional concerns. 

Thank you for your understanding and support. Please feel free to reach 

out if you have any further questions or require additional information. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


