Audit Findings Summary Notification

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Summary of Audit Findings
Dear [Recipient's Name],

We are writing to provide you with a summary of the findings from the recent audit conducted
on [insert date range]. Below are the key findings:

Key Findings
« Finding 1: [Description of finding 1]

e Finding 2: [Description of finding 2]
« Finding 3: [Description of finding 3]

Recommendations

e Recommendation 1: [Description of recommendation 1]
« Recommendation 2: [Description of recommendation 2]
e Recommendation 3: [Description of recommendation 3]

Please review the attached detailed report for further insights into each finding and
recommendation. We encourage you to address the issues identified by [insert follow-up date].

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

Thank you for your attention to these important matters.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Contact Information]



