
[Date] 

[Recipient Name] 

[Recipient Title/Department] 

[Company Name]  

Subject: Notification of Quality Assurance Policy Update 

Dear [Recipient Name/Team], 

This letter is to formally notify you that [Company Name] has updated its Quality Assurance 

(QA) Policy, effective as of [Effective Date]. 

The primary objective of this update is to ensure our processes remain aligned with current 

industry standards and to further enhance the excellence of our products and services. The key 

changes include: 

• [Key Change 1: e.g., Updated inspection protocols] 

• [Key Change 2: e.g., New compliance documentation requirements] 

• [Key Change 3: e.g., Revised reporting timelines] 

All employees and stakeholders are required to review the full version of the updated policy, 

which is available at [Link to Document/Internal Portal]. 

Please note that [Training/Briefing] sessions will be held on [Date] to address any questions and 

ensure a smooth transition to these new procedures. Attendance is [Mandatory/Optional]. 

We appreciate your continued commitment to maintaining the highest quality standards at 

[Company Name]. If you have any immediate questions, please contact the Quality Management 

Department at [Email/Phone]. 

Sincerely, 

[Signature] 

[Your Name] 

[Your Title] 

[Company Name]  


