
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to present the findings of our recent audit analysis conducted on [specific 

department or project] from [start date] to [end date]. This analysis aims to evaluate compliance, 

efficiency, and areas for improvement. 

Key findings from our audit include: 

• [Finding 1] 

• [Finding 2] 

• [Finding 3] 

Based on our analysis, we recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 

We would like to schedule a presentation on [insert proposed date] to discuss these findings in 

detail and explore ways to implement the recommendations effectively. Please let us know your 

availability. 

Thank you for your attention to this important matter. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


