
Audit Conclusion and Follow-Up Actions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Audit Conclusion and Follow-Up Actions 

1. Audit Conclusion 

We have completed our audit for the period ending [Insert Date]. The results indicate that [Brief 

summary of findings]. Overall, the organization has [Positive/Negative/Neutral] performance 

regarding the [Audit Area]. 

2. Key Findings 

• [Finding 1] 

• [Finding 2] 

• [Finding 3] 

3. Recommendations 

Based on our findings, we recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 

4. Follow-Up Actions 

To ensure the implementation of recommendations, we propose the following follow-up actions: 

• Follow-up meeting on [Insert Date] to discuss progress. 

• Submission of action plans by [Insert Date]. 

• Further evaluation scheduled for [Insert Date]. 

5. Conclusion 

Thank you for your cooperation during the audit process. We look forward to your prompt action 

on the recommendations and follow-up actions. Please do not hesitate to contact me if you have 

any questions. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


