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Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary of Pharmaceutical Service Quality Audit 

Introduction 

This document serves as a summary of the quality audit conducted on [audit date] for 

[Pharmaceutical Service Name]. The purpose of this audit was to assess compliance with 

regulatory standards and internal quality metrics. 

Audit Objectives 

• Evaluate adherence to Good Manufacturing Practices (GMP) 

• Ensure the effectiveness of quality control processes 

• Identify areas for improvement and action plans 

Key Findings 

1. Overall compliance with GMP was satisfactory. 

2. Quality control processes showed minor discrepancies that need immediate attention. 

3. Staff training records require updates for new compliance standards. 

Recommendations 

To improve service quality and compliance, the following recommendations are made: 

• Conduct regular training sessions for staff on updated regulations. 

• Implement a revised quality control checklist. 

• Schedule follow-up audits in [insert timeframe]. 

Conclusion 

We appreciate the cooperation extended by the team during the audit process. Implementing the 

above recommendations will enhance our service quality and compliance standing. 



Contact Information 

If you have any questions regarding this audit summary, please feel free to contact me at [Your 

Email] or [Your Phone Number]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


