
Error Correction Follow-Up 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Follow-Up on Error Correction Review 

Dear [Recipient Name], 

Thank you for your attention to our recent internal review on [insert date of review]. As 

discussed, we identified several areas that require error correction. This follow-up aims to ensure 

that we are aligned on our next steps. 

Summary of Errors Identified: 

• [Error 1 Description] 

• [Error 2 Description] 

• [Error 3 Description] 

Action Items: 

• [Action Item 1: Responsible Person] 

• [Action Item 2: Responsible Person] 

• [Action Item 3: Responsible Person] 

We appreciate your cooperation in addressing these errors promptly. Please provide updates on 

your progress by [insert deadline]. Should you have any questions or require further clarification, 

do not hesitate to reach out. 

Thank you for your collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


