
**[Your Company Letterhead]**  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: TQM Approval  

We are pleased to inform you that your application for Total Quality 

Management (TQM) has been carefully reviewed and approved.  

**1. Introduction**  

 - Brief overview of TQM objectives  

 - Importance of TQM in the organization  

**2. Approval Details**  

 - Date of approval  

 - Duration of approval  

 - Any conditions related to the approval  

**3. Next Steps**  

 - Implementation schedule  

 - Designated team members responsible  

 - Reporting and evaluation processes  

**4. Acknowledgments**  

 - Thank the recipient for their efforts  

 - Encourage ongoing commitment to TQM principles  

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

hesitate to contact us. 

Best regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information] 


