
Follow-Up Action Letter 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Following our recent privacy law compliance audit conducted on [Insert Audit Date], we would 

like to address the findings and outline the necessary follow-up actions required to achieve 

compliance. 

Summary of Findings 

• Finding 1: [Description of Finding] 

• Finding 2: [Description of Finding] 

• Finding 3: [Description of Finding] 

Recommended Actions 

1. Action 1: [Description of Action] 

2. Action 2: [Description of Action] 

3. Action 3: [Description of Action] 

We recommend that these actions be implemented by [Insert Deadline]. Please confirm your 

understanding of these findings and the proposed actions by replying to this letter by [Insert 

Response Deadline]. 

Should you have any questions or require further clarification, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company] 

[Your Contact Information] 


