[Date]

[Client Name]

[Client Address]

[City, State, Zip Code]

Subject: Scope of Work and Quality Assurance Statement - [Project Name/Reference
Number]

Dear [Client Contact Name],

This letter outlines the defined scope of work and the quality assurance protocols for the
aforementioned project to ensure all deliverables meet your requirements and industry standards.

1. Scope of Work

The project shall include, but is not limited to, the following tasks and deliverables:

[Task/Deliverable 1]
[Task/Deliverable 2]
[Task/Deliverable 3]
[Task/Deliverable 4]

2. Project Schedule

Work is scheduled to commence on [Start Date] with an estimated completion date of
[Completion Date]. Key milestones include:

e [Milestone 1]: [Date]
e [Milestone 2]: [Date]

3. Quality Assurance (QA) Plan

To ensure the highest quality of service and output, we will implement the following QA
measures:

o Standards Compliance: All work will be performed in accordance with [Specify
Industry Standards/Regulations].

e Review Process: Each deliverable will undergo a multi-stage review process, including
internal peer review and technical validation.

o Testing & Inspection: [Describe specific testing methods or inspections to be
conducted].

o Issue Resolution: Any identified deficiencies will be documented and corrected prior to
final submission.

4. Client Acceptance



Final acceptance of the work will be based on the successful completion of the items listed in the
Scope of Work and adherence to the quality benchmarks outlined above.

We are committed to delivering excellence on this project. Should you have any questions

regarding this scope or our quality processes, please contact me directly at [Phone Number] or
[Email].

Sincerely,

[Your Signature]

[Your Name]

[Your Title]

[Your Company Name]



