
Audit Process and Results Explanation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Audit Process and Results Overview 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide an overview of the recent audit 

process conducted for [specific department or area], along with the results and key findings. 

Audit Process Overview 

The audit was performed from [start date] to [end date] and included the following steps: 

• Initial Planning and Scope Definition 

• Data Collection and Document Review 

• Interviews with Personnel 

• Field Observations 

• Analysis of Findings 

Key Findings 

The key findings from the audit include: 

1. Finding 1: [Brief Description] 

2. Finding 2: [Brief Description] 

3. Finding 3: [Brief Description] 

Recommendations 

Based on the findings, the following recommendations are proposed: 

• Recommendation 1: [Brief Description] 

• Recommendation 2: [Brief Description] 

• Recommendation 3: [Brief Description] 

We appreciate your cooperation during this audit process and encourage your feedback on the 

findings and recommendations provided. Should you have any questions or require further 

clarification, please do not hesitate to reach out. 



Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


