
Audit Findings and Recommendations 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We have completed our audit of [insert scope of audit], conducted on [insert dates]. Below are 

the key findings and recommendations based on the audit: 

Findings: 

1. Finding 1: [Brief description of finding] 

2. Finding 2: [Brief description of finding] 

3. Finding 3: [Brief description of finding] 

Recommendations: 

1. Recommendation for Finding 1: [Suggested action] 

2. Recommendation for Finding 2: [Suggested action] 

3. Recommendation for Finding 3: [Suggested action] 

We believe that addressing these findings and implementing the recommendations will lead to 

improved operations and compliance within your organization. 

Please feel free to reach out if you have any questions or require further clarification. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


