
Action Plan for Audit Reconciliation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Action Plan for Audit Reconciliation 

Dear [Recipient Name], 

Following the recent audit findings, I have prepared an action plan to address the discrepancies 

identified during the reconciliation process. Below are the steps we will take to ensure accurate 

financial reporting: 

Action Plan 

1. Identify Discrepancies: Review all accounts and pinpoint specific discrepancies. 

2. Gather Documentation: Collect all relevant documents supporting transactions. 

3. Engage Stakeholders: Coordinate with relevant departments to resolve issues. 

4. Implement Adjustments: Make necessary adjustments in the financial records. 

5. Review and Validate: Conduct a thorough review for accuracy post-adjustments. 

6. Report Findings: Prepare a report summarizing the actions taken and results observed. 

This action plan is essential to ensure compliance and enhance the integrity of our financial 

statements. I expect to report on our progress by [Insert Deadline]. Should you have any 

questions or require further details, please feel free to reach out. 

Thank you for your attention and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


